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Key/Legend

The BADGE application and the manuals use various styles and icons. Below are their
explanations. The BADGE Application covers all BADGE modules while the BADGE Module
covers this specific module.

Individual users may not have read or write privileges for every module; therefore, you may
not be able to add, edit, or delete certain information in BADGE.

BADGE Application

Style/Symbol Meaning

. In order to print a report or document, click the Printer Icon in the
Printer Icon .
Report Viewer screen.

] A Scroll Bar allows the user to move the window viewing area up,
Scroll Bar down, left, or right. The Scroll Bar can be vertical or horizontal
. and is commonly located on the far right or bottom of the window.

}.., Magnifying Glass Click the magnifying glass to expand a comment/textbox.

BADGE Manuals

Style/Symbol Meaning

Hvperlink Press the Ctrl key and click the hyperlink in order to be
Hyperink transferred to another document or a specific topic within the
same document for more information.

. Tips and notes provide additional information, exceptions, or
. Notepad Bullet special circumstances that apply to a particular topic or area in
BADGE.

Denotes mandatory admission fields.

o <

The BADGE manuals are instructional guides for users to understand how to use BADGE. The
BADGE manuals will apply the same formatting but individual information. This manual addresses
the BADGE Direct Care module.

Updates to the manuals are made frequently and uploaded to DJJ’s website without any
notification. For this reason, it is recommended that you access the manuals solely through the
website instead of downloading and printing them to ensure that you have the most up-to-date

version.
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Direct Care Module
From the BADGE home screen:

1. (i) Click the JTS Modules menu, (ii) select the Direct Care option from the drop-down menu,
and the Direct Care Main screen will appear.

" BADGE

===~ -/ Direct Care Main

File JTSSearch | JTSModules | Non - JTS Modules

=IE

Help File Search Reports
Caseload Management
Community Insight Reports. b
i GE BADGE
CSU Intake : N
Detention ! 1 .

Direct Care
Gang Management System
Incident Reporing n 4.0.1.70 O Module
Data Cleansing B
i Every user acoessing th
B — -
UserName: Database Name: A "I O

There are various methods to search for an existing juvenile in Direct Care. From the Direct Care
Main screen, (i) click the Search menu and (ii) select the search option.

Direct Care Main =& |
Search | Reports

BADGE

Direct Care
Module

1. Admissions by Juvenile

a. Select the Admissions by Juvenile option from the drop-down menu and the Find
Juvenile screen will appear. This screen consists of multiple juvenile search options.
(i) Search for a juvenile, (i) click the Find button, and the Search Results screen will

appear, (iii) select the juvenile’s name, and the row will be highlighted in blue, (iv) click
the Select button, and the DC Admission History screen will appear.
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# Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen.
& Refer to the DC Admission History section for instructions on how to navigate the DC Admission History screen.

2. Current Population

a. (i) Select the Current Population option from the drop-down menu, and the JCC Current
Population screen will appear, and (ii) select the Facility from the drop-down menu. The Do
Not Filter by Unit checkbox will be selected automatically. If you would like to filter the
results by a specific unit, uncheck this checkbox, and select a Unit from the drop-down
menul. (iii) Click the Search button and the search results will appear, (iv) select the
juvenile’s name, and the row will be highlighted in blue, (v) click the View Data button, and

the DC Admission History screen will appear.

@2 Direct Care Main

Col ® el

BADGE

Direct Care
Module

= ICC Cument Populstion

Fackty  [Besumort =

Ducharge Date

Lot e Dt [

Comnanert rses. | Compiting Obanses | JOC Mervmrart | Qi

oty s Dme
Lot elesse D

Tsnert oace

s e

Ofran Doscryter

# Refer to the DC Admission History section for instructions on how to navigate the DC Admission History screen.

3. Resident Grievance Tracking

a. (i) Select the Resident Grievance Tracking option from the drop-down menu, and the

Resident Grievance Tracking screen will appear, (ii) select a juvenile from the list, and the
row will be highlighted in blue, (iii) click the View/Edit button, and the Resident Grievance

screen will appear.

82 Direct Care Main

o] B .

BADGE

Direct Care
Module

Revised: 7/2019

A8 active grievances inchuing grievances resdved wiin past 10 daps

e Gaev Oars Fomwtes
e

Aok

Dupoasin



http://www.djj.virginia.gov/pdf/admin/Info-Services/Login-Search.pdf

BADGE Manual
i Close Button

1. Click the Close button and you will return to the Direct Care Main screen.
i. Refresh Button
1. Click the Refresh button to ensure the most current information is being displayed.

B Refer to the Resident Grievance section for instructions on how to navigate the Resident Grievance screen.

Adding a New Admission
To add a new Direct Care admission:
1. From the Direct Care Main screen, (i) click the File menu, (ii) select the New Admission option

The Juvenile

from the drop-down menu, and the Find Juvenile screen will appear.

a5' Direct Care Main

fo] @ e

File | Search Reports

ssssss

U SIS

vn.J

Find Juvenile

R A D ( 2
1)/\ J I~ Find Juverile. | Diset Care Population | Detertion Population
< Search by Use Widcard
Direct Care S s b o
M Io) dul e DC Number Use Wikdcard
Intake Case Number Include Altemative First Mame Spellings
Cassload Nurber
Advance Search DOB ©) Age
Previous Selections Street Address (Full or Partial)
ZIP Code (Home, Cell, or Work)
uverie Hunber Find Juverles wih Commimert(s)to the State Cear Al
' o et S e L Show Lo Rests Find

# Refer to the Login & Search User Manual for instructions on how to search for a juvenile.

2. Add New Direct Care Admission Screen
From the Add New Direct Care Admission screen you can access the juvenile’s general

information, previous Direct Care admissions (if applicable), and information for a new Direct Care

admission.

|nfOI’mati0n at 85 Add New Direct Care Admission £
the top of the oy
screen cannot o
be edlted from Date of Bitth Age (Years - Months) 'x‘;a"“"aig‘:
the Add New s
Direct Care Provious dveries DiectCare Adrission)
Admission
screen.

EE!EM:;“"::;::: T lew Direct Care Admission v‘

Pror Faiy | -]
‘Supervisory Coutt FIPS : Admission Date ‘v
@ Yes CNo @ NA
a. Show Juvenile’s Information Button
ii. Click the Show Juvenile’s Information button and the Juvenile Information screen will
appear.
% Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Juvenile
Information screen.

The Show DC b. Show DC Admission(s) Information Button
Admission(s) i.  Click the Show DC Admission(s) Information button and the DC Admission History
Information screen will appear.
button will be

available ONLY

if the juvenile
has a previous
Direct Care
admission.

& Refer to the DC Admission History section for instructions on how to navigate the DC Admission History screen.

c. Select the (i) Admitting Facility, (ii) Prior Facility, and (iii) Supervisory Court FIPS from
the drop-down menus. The Admission Date will auto-populate to the current date. If you
would like to change the date, select the Admission Date from the calendar screen. The
Admission Time will auto-populate to midnight. If you would like to change the time,
highlight the hour, minutes, or seconds fields, and click the up or down arrows until the
correct time is displayed OR highlight the hour, minutes, or seconds fields and type in the

Revised: 7/2019
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new time. If the juvenile has a detainer, click the Detainer?* checkbox. If the juvenile is
eligible for good time credit, click the Eligible for Good Time Credit?* checkbox. (iv) Click
the Save button and the DC Admission History screen will appear.

¥ Refer to the DC Admission History section for instructions on how to navigate the DC Admission History screen.

d. Close Button
i.  Click the Close button and you will return to the Direct Care Main screen.

DC Admission History Screen

From the DC Admission History screen, you can access the juveniles Direct Care admission, JCC
admission information, and LOS release dates.

The DC Admission History screen also displays five tabs with additional juvenile Direct Care
information, such as Commitment Orders, Committing Offenses, JCC Movement, Classification,
and Treatment Needs.

;zmscscion On the right margin of the DC Admission History screen, there are accessible buttons.
Information L. . .. . i .
and LOS Admission/Movement | Commitment Info & LOS | Classification/Reclassification |
Release Dates Population Board | Chargeable Offenses | DC Forms | Access History | Resident
information Grievance| Juvenile Profile
cannot be
edited from the 2 At s =
DC Admission e e )
History screen. =

mno mmm owmr e

Commément Onders (‘nﬂmllnq(?!m;u L Movemen | Casstiaton | Treatmert Nesds D;;:

Icwm.mnm Commiting FIPS Commimert Tyoe Cout Trpe —

|

e | [ oe

a. Select the juveniles Direct Care Admission from the list. If the juvenile has multiple Direct
Care admissions, select the Direct Care admission that you want to view from the list. The
list will show the juvenile’s DC number, received by RDC date, and released date
information (if applicable). The information listed under the JCC Admission Information
and LOS Release Dates sections will change depending on the selected Direct Care
admission.

i. Commitment Orders Tab
1. This tab lists the juvenile’s commitment date, committing FIPS, commitment type,
and court type information.

[+ DC Aderission History
Seect uvenie's et Care Admision ot L Hes lori(s)
[Coh,

JCE Adrission kometion
OC Nmber ~Admason Date

Tt
Cumert Status e ‘
LOS Rlemse Deies. {

Ingsminate Dateminate/Bendsd Fral Populston ‘
=B_=

Ealy Rslses Diste Dischargs Duts Esdy Fslsass Diste:
Late Feloase Date Blorsdod Martha Laie eiaase Date.

[ ocrome |
Commement Oriera ICC Mavement | Gasshcaton | Tresmert Neads ‘ Aecen
fresy
[ Comament Date _ Commaihg FIPS Commiment Tyoe —Gout Typs [
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ii. Committing Offenses Tab

1. This tab lists the juvenile’s offense date, offense description, and penalty modifier
information.

a2 BC Admission History [===]
Selec v’ Dt Cre Acrison e the Lt Hos Alert{s)

10C Advison fmaton Mdeision’
C Harber ‘Serious Offender Admieson Date 4""’“’"
Commamert

Carert s

LOS Fiskease Dates

Sy lesse Dot Dischage D [
Late Feinoae Dete Euerded Norths Lote Reboomn Dot

iii. JCC Movement Tab

1. This tab lists the juvenile’s facility, date in, date out (if applicable), and latest housing
unit information.

= B Admizsion Hatory

Selec Avvande's Dt Care Admissir s Lt Has Aleri(s)
(0T

il |

Py T—— W‘
oC Hmber ersason Dutn Mot
Comrs 2t aasaer
Cusatcssen
LOS aleasn Dutes ecmtesten
[Irm—,

Sty Flsemse Dt Dicharge Date Eséy ekose Date
Chageatle
Lot Fltease Date Berded Morihs Lt Fease Date Oens

ot e ot G| Movrer |

ey

iv. Classification Tab
1. This tab lists the juvenile’s classification type, classification score, classification
level, and assessment date information.

27 DC Admision ity =
Sect Arveries CractCa st L. Has, Mlert(s)
o i

e Hetony |
on
Y vem— D |
D Bmber izt Date Movenard
e et
eslos
Gaatcanen
rEr—— |
—— [o—— [ e |
Towd
P D Dechrs Date St e D
L e Date Berdes Mot Late e Dt Copwette

Conmanrt O | G O | Mavener | Combeston
Gatoen Ton Conmicton Srv

v. Treatment Needs Tab
1. This tab will list the juvenile’s sex offender, substance abuse, and aggression
management treatment information (if applicable), such as their treatment need(s),
date started, date completed, and the name of the user who input the information.

& Refer to the Caseload Management Module for more information on the Treatment Needs tab.

. OC Admon Htory =]

S v’ vt G s e s Alert(=)
2 i

Ghlerae Haoy |
FeocE

Py T——
oC Hmber ersason Dutn
Comrs 2t

LOS aleasn Dutes
[er—

Sty Flsemse Dt Dicharge Date Eséy ekose Date
Lot Fltease Date Berded Morihs Lt Fease Date

=3
frasedt
i
Guticen’
fremrey
[ — [ Fopiner
]
" Cragese
e
wrems |
Commimer e | Coting e | Movemer | Casticmion| st Nosss
PRpSv——— o
Tt Hoed e St e — ——
Scbstance Abuse Treatment - Recorded by Cwarcs
[e— Ot Sated ra— e |
Spvan Ut Tt oo by
Tt Hond O St Ot Gt

L ] [ o |
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b.

a.

b

Print Button

i. The Direct Care Admission History Report lists the JCC admission information, LOS
release dates, sex offender, substance abuse, and aggression management treatment
(if applicable), commitment order(s), committing offense(s), classification(s), and
movement(s). Click the Print button and the completed report will appear.

Close Button

i. Click the Close button and you will return to the Direct Care Main screen.

Juvenile Info Button

i. Click the Juvenile Info button and the Juvenile Information screen will appear.

Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Juvenile
Information screen.

Offense History Button
i. Click the Offense History button and the_Offense History screen will appear.

Refer to the Offense History Screen User Manual for instruction on how to navigate the Offense History screen.

Admission/Movement Button
From the Information for DC Number screen, you can access the Admission Information,
Movement Information, and Offsite Movement Information tabs.

&’ DC Admission Htery

Select Arvenie’s Drect Core Adrission from the Lst
[0C hmber___7

CC Adimision Ffemation
O Hmber

Cumert Sans

.....

Comrmément Orers | Cemmting Offenses | JGC Movemant | Classéication | Treatment Neds

| Conmament Date_ Comiting FIPS Commimerd Type

o [ oo

1. Admission Information Tab

a.

The Juvenile
Information at
the top of the
screen cannot
be edited from
the Information
for DC Number
screen.

Refer to the
Release
Juvenile button
when the
juvenile is
being released
from Direct
Care.

Revised:

This tab consists of the juvenile’s Direct Care admission information.

The Facility Prior to Adm., Supervisory Court FIPS, Admission Date, Admission

Time, Detainer?*, Pending Charge(s)?*, Eligible for Good Time Credit?*, Current

Placement, and Recorded by information will auto-populate.

Release Juvenile Button

a. (i) Click the Release Juvenile button, select the (ii) Release Status from the drop-
down menu, (iii) Discharge Date from the calendar screen, and (iv) FIPS Release
to from the drop-down menu. The Discharge Time will auto-populate to 12:00 AM.
If you would like to change the time, highlight the hours or minutes fields, and click
the up or down arrows until the correct time is displayed OR highlight the hour,
minutes, or seconds fields and type in the new time. The Recorded by textbox will

7/2019 6|Page
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iv.

auto-populate the name of the user entering the information and (vi) click the Save
button.

Edit Button

a. (i) Click the Edit button, select the (ii) Facility Prior to Adm. and (iii) Supervisory
Court FIPS from the drop-down menus, (iv) select the Admission Date from the
calendar screen, and (v) enter the Admission Time into the time table. If the
juvenile has a detainer, click the Detainer? * checkbox. If the juvenile has pending
charge(s), click the Pending Charge(s)? * checkbox. If the juvenile is eligible for
good time credit, click the Eligible for Good Time Credit? * checkbox. Select the
(vi) Release Status from the drop-down menu, (vii) Discharge Date from the
calendar screen, (viii) FIPS Release to from the drop-down menu, and (ix)
Discharge Time from the time table, the Recorded by textbox will auto-populate
the name of the user entering the information, and (x) click the Save button.

Remove Button

a. Click the Remove button and the juveniles Direct Care admission will be removed
and you will return to the Direct Care Main screen.

2. Movement Information Tab

a.

Before you can
delete a facility
from the
movement

record, you i

must first delete
all associated
housing units.

A movement

record cannot i

be edited or
deleted after a

juvenile has M.

been released
from Direct
Care.

Facility housing
units will
expand and
collapse based
on selection.

Revised:

This tab lists the juvenile’s movement information, such as the facility, date arrived, date
transferred, and housing unit movement.

[ Wtamdion o B o

Edit Button
1. (i) Click the Edit button, select the (ii) Transferred to from the drop-down menu, (iii)
Date Transferred from the calendar screen, and (iv) Time Transferred from the
time table, the Recorded by textbox will auto-populate the name of the user
entering the information, and (iv) click the Save button.
Remove Button
1. Click the Remove button and the most recent transfer information will be deleted.
Housing Unit Movement Information Section
1. Add Button
a. (i) Click the Add button, and the Housing Unit field will become accessible,
select the (ii) Housing Unit from the drop-down menu, and (iii) Date Moved In
from the calendar screen. The Time Moved In will auto-populate to midnight. If
you would like to change the time, highlight the hours or minutes fields, and click
the up or down arrows until the correct time is displayed OR highlight the hour,
minutes, or seconds fields and type in the new time.
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2. Remove Button
a. Click the Remove button and the most recent housing unit movement
information will be deleted.
3. Offsite Movement Information Tab
a. This tab lists the juvenile’s offsite movement information, such as moved out date, moved
out reason, moved in date, and facility information.

(((((

i. Add Button

1. (i) Click the Add button, select the (ii) Date Moved Out from the calendar screen,
(iii) Time from the time table, (iv) Offsite Movement Reason from the drop-down
menu, (v) Date Moved In from the calendar screen, and (vi) Time from the time
table.

2. If “Educational Program” or “Work Program” are selected for Offsite Movement
Reason, the Approval Start Date and Approval End Date fields will become
accessible. Select the (i) Approval Start Date and (ii) Approval End Date from the
calendar screens.

3. The Facility (Based on Movement) and Recorded by fields will auto-populate.

4. Click the Save button.

i. Edit Button

1. (i) Select an offsite movement, and the row will be highlighted in blue, (ii) click the
Edit button, (iii) edit the information, and (iv) click the Save button when the edits
are completed.

ii.  Remove Button

1. (i) Select an entry, and the row will be highlighted in blue, and (ii) click the Remove

button.
4. Close Button
a. Click the Close button and you will return to the DC Admission History screen.

Commitment Info & LOS Button
From the Commitment Orders screen, you can access/enter information about the juvenile’s
commitment, such as the commitment date, commitment type, committing offense, and LOS.

The Commitment Orders screen consists of the Commitment Order and LOS Calculations tabs.

= Commiment orges =
Com
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order date must
be before the
date the
juvenile was
received at
RDC.

* The View

button allows
you to access
the comment
textbox in a

larger screen.
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1. Commitment Order Tab
a. When the Commitment Orders screen opens, the Commitment Order tab will be displayed.

This tab lists the juvenile’s commit number, court FIP’s, the date the papers were received,
and consists of the Details and Committing Offense tabs.

i Details Tab

= Commitment Orders
ommament Order |LOS Cae
Commt # Cout Fis

nnnnnnn

Fapes Recd

------

1. This tab lists the commitment date, court location, date the commitment papers
were received, commitment type, blended months (if applicable), court type, and
determinate information (if applicable).

& Commitment Orders

tment Order | 105 Calculaions

Comme #

»»»»»»

a. Add Button
i. (i) Click the Add button, select the (ii) Commitment Date from the calendar
screen, (iii) Court from the drop-down menu, (iv) Papers Recd date from the
calendar screen, and (v) Commitment Type from the drop-down menu. If
Blended Sentence is selected for Commitment Type, enter the number of
months in the Blended Months field. (vi) Select the Court Type from the
drop-down menu, and (vii) click the Save button.
If Blended Sentence, Determinate Commitment, or Subsequent
Determinate is selected for Commitment Type, the Determinate
Information fields will become accessible. Enter the commitment (i)
Length Months and (ii) Days, (iii) Suspended Months, (iv) Credit
Days, and (v) Administrative Time into the textboxes, select the (vi)
Time To Be Served and (vii) Sentenced only to the day before X
Birthday from the drop-down menus, the Determinate Discharge Date
will auto-populate, (viii) enter important information into the Comment
textbox, and (ix) click the Save button.
b. Edit Button
i. (i) Select a commitment entry, and the row will be highlighted in blue, (ii) click
the Edit button, (iii) edit the information, and (iv) click the Save button when
the edits are completed.

1.

c. Delete Button

i. (i) Select a commitment entry, and the row will be highlighted in blue, and (ii)
click the Delete button.

i. Committing Offense Tab

Revised: 7/2019
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1. This tab lists the offense date, VCC description, if the offense is pending, penalty
modifier, LOS tier, and non-intake reason informgtion (if applicable).

,,,,

a. Edit Button

Click the Edit button and the fields at the bottom of the screen will become

accessible.

Add Intake Offenses Button

1. (i) Click the Add Intake Offenses button, and the Offense History screen
will appear, (i) enter the appropriate information, and click the (iii)) Save
button and (iv) Close button to return to the Committing Offense tab on
the Commitment Orders screen.

.....

I T =

# Refer to Offense History Screen User Manual for instructions on how to navigate the Offense History screen.

Click the Find
button if you
would like to
search for an
offense without
entering any
information into
the search
fields.

Revised: 7/2019

Add Non-Intake Offenses Button

o</ Non CSU Intake Offenses. @
Offense Date [
Reason offense was not
recorded in CSU Intake: -
VCC Code/Description: VCC Code Search

1. (i) Click the Add Non-Intake Offenses button, and the Non-CSU Intake
Offenses screen will appear, select the (ii) Offense Date from the
calendar screen, and (iii) Reason offense was not recorded in CSU
Intake from the drop-down menu. (iv) Click the VCC Search button, and
the VCC Search screen will appear. You can search for an offense by
Statute, VCC, Heading, Sub-Heading, or Description. The Use wild
card search checkbox will be selected automatically. If you do not want
to use the wildcard function, uncheck this checkbox. (v) Click the Find
button and a list of VCC’s and Offense Descriptions will be generated
which meet the search criteria. (vi) Select a VCC, and the row will be
highlighted in blue, (vii) click the Ok button, and you will return to the
Non-CSU Intake Offenses screen, and the selected information will auto-
populate into the VCC/Description field.
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arcel

2. (i) Click the Accept button, and you will return to the Committing Offense
tab, and (ii) click the Save button.
2. LOS Calculations Tab
a. This tab lists the LOS calculation date, YASI risk level, date the YASI was administered,
most serious offense tier, LOS min-max, admin time (months), early release date, late
release date, statutory release date, and misdemeanant release date information.

&) Comemitment Orders for
g - =
.
Cakcuiation YAS| Fi 10§ i =
< jals

Hisdemsanart

i. Add Button

1. (i) Click the Add button, the Date Administered, Completed by FIPS, Risk Level,
Overall Risk Score, Dynamic Protective Score, Dynamic Risk Score, Most
Serious Offense Tier, LOS (Months) Early Release Date, Late Release Date,
Statutory, and Misdemeanant fields will be inaccessible, the Admin Time
(Months) and Lock-up Days fields, Special Decision Case checkbox, and Notes
textbox will become accessible. Enter in the (i) Admin Time (Months) and (iii)
Lock-up Days (if applicable) into the textboxes. If the commitment is a special
decision case, click the Special Decision Case checkbox. (iv) Type any information
about the LOS into the Notes textbox, (v) click the Calculate LOS button, and the
LOS Calculation screen will appear, (vi) click the OK button, and you will return to
the LOS Calculations tab, the juvenile information will auto-populate into the Date
Administered, Completed by FIPS, Risk Level, Overall Risk Score, Dynamic
Protective Score, Dynamic Risk Score, Most Serious Offense Tier, LOS
(Months) Early Release Date, Late Release Date, Statutory, and Misdemeanant
fields, and (vii) click the Save button.

i. Edit Button

1. (i) Select an LOS calculation entry, and the row will be highlighted in blue, (i) click
the Edit button, (iii) edit the information, and (iv) click the Save button when the
edits are completed.

iii. Delete Button

1. (i) Select an LOS calculation entry, and the row will be highlighted in blue, and (ii)

click the Delete button.

Classification/Reclassification Button
From the Custody Classification for Juvenile screen, you can access the juveniles review type,
classification type, assessment date, custody level recommended, and the override custody level.

If a classification has not been completed for the juvenile, the Custody Classification for Juvenile
screen will consist of the Classification, Special Management Concerns, and Custody Level
Override tabs. If the juvenile has had a classification, the Custody Classification for Juvenile screen
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will consists of the Reclassification, Special Management Concerns, Placement Consideration, and
Custody Level Override tabs.

= DC Admission History = = Custody Classfication for Asvende £ =]
Select uvenie’s Direct Care Adimission from the Lt Has Aler(s) Reve Type E e [ oo O o R
The juvenile e P
must have a e
committing 105 Plees Do - e [
. s Detemincte/Blended e Camfication  Secis Managenent Concema | Cusedy Level Owands.
offense in order Exy Roaoa Bt Dnchorg ot oty Peasn e
Late Release Date Blended Morths Late Release Date
to access the S
Classification/ ot e (agm ot T M| o e s
ReC|aSSIfI Cat|0 n | Commament Date._ Cometig FIFS. Commamat Typs Cout Typs =
Button. -
| Cioee Canca =

1. Class Worksheet Button
a. The INITIAL CUSTODY DESIGNATION FORM lists the juvenile’s demogrpahic data,
classification scoring, and placement considerations for the initial classification. Click the
Class Worksheet button and the worksheet will appear.
2. Reclass Worksheet Button
a. The CUSTODY RECLASSIFICATION FORM lists the juveniles demographic data,
classification scoring, and placement considerations for the reclassification. Click the
Reclass Worksheet button and the worksheet will appear.
3. Add Classification Button
a. Click the Add Classification button to add an initial classification, and the fields in the
Classification, Special Management Concerns, and Custody Level Override tabs will
become accessible.
i.  Classification Tab

=7 Curtoay Classtcation for Aaraoke ¥ =]

Fviem Tipa

Clons
I w

1. Select the (i) Assessment Date from the calendar screen and (ii) Facility from the
drop-down menu, and (iii) enter the worker’s name into the Worker textbox.
2. Classification Scoring — Section B
a. The 1. Severity Of Current Offense, 2. Prior Offense History, and 3. Prior
Placements fields will auto-populate. Select the (i) 4. Escape or Runaway
History, (ii) 5. Assaultive Behavior, and (iii) 6. Institutional Adjustment from
the drop-down menus, the 7. Custody Total and 8. Form Assigned Custody
Level fields will auto-populate, and (iv) enter the supervisor's name in the
Counselor Supervisor textbox.
3. Placement Considerations — Section C
a. Select the (i) Stature from the drop-down menu, the Institution Recommended
field will not be accessible, (ii) select the Staff Facility Recommend from the
drop-down menu, and (iii) enter any comments into the Facility Change
Comment section.
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ii. Special Management Concerns Tab

1. Click all the special management concern options that apply to the juvenile. If the
selected checkbox requires additional information, add the information at this time.
iii. Custody Level Override Tab

1. (i) Select the Recommend Override Form Assigned Custody Level from the
drop-down menu, (ii) click all the Override Reason options that apply to the
juvenile. If the selected checkbox requires additional information, add the
information at this time. (iii) Write additional comments about the juvenile’s custody
level override into the Comments (REQUIRED) textbox, and (iv) click the Save
button.

b. Cancel Button
i.  Click the Cancel button and unsaved information will be cleared.
c. Print Button
i. The INITIAL CUSTODY DESIGNATION FORM lists the demographic data,
classification scoring, placement considerations, special management concerns
comments, recommended override comment, and facility change comments. Click the
Print button and the completed report will appear.
4. Add Reclassification Button
a. Click the Add Reclassification button and the fields in the Reclassification, Special
Management Concerns, Placement Consideration, and Custody Level Override tabs will
become accessible.
i. Reclassification Tab
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1. Select the (i) Assessment Date from the calendar screen and (ii) Facility from the
drop-down menu, the Current Custody Level field will auto-populate, (i) enter the
worker’'s name into the Worker textbox, (iv) select the Reclass Reason from the
drop-down menu, the Behavior Prior to Current Commitment fields will auto-
populate, and (v) select the Stature from the drop-down menu.
2. Institutional Adjustment
a. Selectthe (i) 5. Assaultive/Escape Behavior, (ii) 6. Frequency Of
Institutional Offenses, (iii) 7. Treatment Program Participation, and (iv) 8.
Educational/Work Program Vocational Training Participation from the drop-
down menus.
3. The Custody Total and Form Recommended Reclassification fields will auto-
populate based on the Institutional Adjustment section.
ii. Special Management Concerns Tab

s e s

1. Click all the special management concern options that apply to the juvenile. If the
selected checkbox requires additional information, add the information at this time.
iii. Placement Consideration Tab

. Custody Cassihction for havenie ==

1. Treatment Needs

a. Select N/A, M, or R for the (i) Aggression Management — Track 1, (ii)
Aggression Management — Track 2, (iii) Substance Abuse — CYT5, (iv)
Substance Abuse — CYT12, (v) Sex Offender — Prescriptive and (vi) Sex
Offender — Self —Contained Unit fields.

2. (i) Select the Next Review Date from the calendar screen, (ii) type the supervisor’s
name into the Counselor Supervisor textbox, the Institution Recommended field
will auto-populate, (i) select the Staff Facility Recommend from the drop-down
menu, (iv) type any facility change comments into the Facility Change Comment
textbox, and (v) type the recommended cottage into the Cottage Recommended
textbox.
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iv.  Custody Level Override Tab

. Cuntody Classfestion foehrvenie
. G
[——— = |

Save (2] Frt

1. (i) Select the Recommend Override Form Assigned Custody Level from the
drop-down menu, and (ii) click all the Override Reason options that apply to the
juvenile. If the selected checkbox requires additional information, add the
information at this time. (iii) Write additional comments of the juvenile’s custody level
override into the Comments (REQUIRED) textbox, and (iv) click the Save button.

b. Cancel Button
i.  Click the Cancel button and unsaved information will be cleared.
c.  Print Button
i. The CUSTODY RECLASSIFICATION FORM lists the demographic data and
classification scoring, placement considerations, special management concerns,
override comment, and facility change comments. Click the Print button and the
completed report will appear.
5. Edit Button
a. (i) Select the most recent classification, and the row will be highlighted in blue, (ii) click the
Edit button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.
6. Delete Button
a. (i) Select a classification, and the row will be highlighted in blue, and (ii) click the Delete
button.
Population Board Button
From the Population Board screen, you can access juvenile information, case management/LOS,
and medical and housing alerts.

= DC Admision History = sl Population Board =]
5‘:"*""“"“’“"["“"":“:““’““““ ‘"“ et )] Search  Print Strips
([ Offorae Htory Commitment Status
e Juvenile Information
JCC dmission bdomation ‘Admission Juvenile Number duvenile Name Date of Birth Age Alert! ,
o N Armsin B Moramart ==
Cuamert Satin = T
‘ Casadication Case Managemert
— Stature Minimum Merths Maximum Moriths Early Release Date Commitment Date Date Amved
Detaminate /Blonded ~ Fral Papustion
=T —
Bended Mond Laie Felease Date: { Eg]vf:f
HAerts
[ 0CFoms
Custody Level: [0 Seff-njury Aert Level: | NN
Commimert Orterm | Comanting Offerses | JCC Movement | Csssheaton | Trestmert Nesds ‘ Aezem
Fesgmen,
e Hosnghetl: [ ]  osmAe2
| e prose Addtionl Info.
‘ You must save forthe changes to be reflected on the strip.
- -
1. Search
a. From the Population Board screen, (i) click the Search menu, and (ii) select the search
option.
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8 Population Board for =
Search | Print Strips
| Byluvenile Number (Current population only) | ——rous

Javenite Information

Juvenile Number  Juvenie Name Dateof Bith  Age Alertr |
1085834 AUILA, SKYLAR 4/3/1998 212 Video
Case Management
Stature Minimum Morths Maoimum Morths Eaty Release Date  Commitmert Date Date Anved
a13/2021 1372018 5/16/2018
Hetts
Custody Level: [0 Setf-njury Mt Level: | NNENEEI

N — T

Additional Info

You must save for the changes to be reflected onthe stip

Save Sirp

i. By Juvenile Number (Current population only) Option
1. Select the By Juvenile Number (Current population only) option and the Find
Juvenile screen will appear.

a5 Population Board for =4
Searcl
By Juvenile Number (Curtent population only) [ N <00 b geyrm =2
luvenile Information
Juverile Number Juvenil ile Name Date of Bith Age Alert! Find Juverile ‘ Direct Care Population | Detention Population
Alert
1085834 AUILA, SKYLAR 4131998 21z Video
Search by Use Widcard
Case Managemert ® Juvenile Number Include [None
Stature Minimum Morths Maimum Morihs Early Release Date  Commitment Date: Date Amved DC Number Use Wildcard
371372021 371372018 5/16/2018
) Intake Case Number Include Atemative First Name Spelings
Aers Caseload Number
Custody Level: [0 Sefinjury Alert Level: | NN %) Advance Search 5 DOB Age
VedcalMetl [ <] MedealAen2: Previous Selections Street Address (Full or Partial)
T e— 2pte o, o r vt
Juvenile: Number " =
Addional Info Find Juveriles with Commitmert(s)to the State lear

You must save forthe changes to be reflected on the strp

Show Last Results Find Cancel

& Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen.

2. Print Strips
a. There are various print strips that assist with managing the population in each unit and the
location of each resident. From the Population Board screen, (i) click the Print Strips menu
and (ii) select the print strips option.

5= Pagulation Board for AUJLA, SKYLAR - Data Entry. ==
vin
LIS Commitmert Status || SERIOUS
elec

Date of Bith Age Alert!

473199 212 ﬁ

Stature Minimum Morths Maximum Morths Early Relesse Date  Commiment Date Date Amved
313201 31372018 5/16/2018

e I

Additional Info:

ou must save for the changes to be reflected onthe stip

i. Saved but not yet printed
1. (i) Click the Print Strips menu, (ii) select the Saved but not yet printed option, and
the report will appear.
ii. Selected Juvenile
1. (i) Click the Print Strips menu, (ii) select the Selected Juvenile option, and the
report will appear.
iii. Created by Current User
1. (i) Click the Print Strips menu, (ii) select the Created by Current User option, and
the report will appear.
iv. Facility
1. (i) Click the Print Strips menu, (ii) select the Facility option, and the report will
appear.
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3. Juvenile Information
a. This section will list the juvenile number, juvenile name, date of birth, and the juvenile’s age.
b. Info Button
i.  Click the Info button and the Juvenile Information screen will appear.

# Refer to the Login & Search User Manual for instructions on how to navigate the Juvenile Information screen.

4. Case Management
a. This section will list the stature, minimum LOS in months, maximum LOS in months, early
release date, commitment date, and date arrived information.
5. Alerts
a. The Custody Level and Self-Injury Alert Level fields will auto-populate, (i) select the
Medical Alert 1 from the drop-down menu, and the Medical Alert 2 field will become
accessible, and (ii) select the Medical Alert 2 (if applicable) from the drop-down menu. (iii)
Select the Housing Alert 1 from the drop-down menu, and the Housing Alert 2 field will
become accessible, and (iv) select the Housing Alert 2 (if applicable) from the drop-down
menu. (v) Type additional information into the Additional Info textbox, and (vi) click the
Save Strip button.
6. Close Button
a. Click the Close button and you will return to the DC Admission History screen.

Chargeable Offenses Button
From the Chargeable Offenses screen, you can access the date, chargeable offense, and facility
the offense occurred.

. DC Admission History = 82l Chargeable Offenses =]

Select Auvenie's Oirect Care Admission from the Lt
[0 Mumber _——_(Rec

T Date Crargeable Offense Facilty

JOC Admisson bfomation

Cumert Sistn

=
Cischarge Date Eaiy Rekeses Date
— o
| ocfoms
Commemart Orders | Commiting Offenses | JCC Movemnt | Classiication | Treamert Nesds o
s
Conninent Dats_ Contig FPS Commtmer Tyge Gt Typn =
Fesn
e I | e Dale of Offense. Select Chargeable Offese
| Aavente Pole
| Select Faclty
i Close Sa Cancel 78, prnt

1. Add Button
a. (i) Click the Add button, and the fields at the bottom of the screen will become accessible,
select the (i) Date of Offense from the calendar screen, and the (iii) Select Chargeable
Offense, and (vi) Select Facility from the drop-down menus, (v) click the Save button, and
the offense will appear at the top of the screen.
2. Cancel Button
a. Click the Cancel button and unsaved information will be cleared.
3. Delete Button
a. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete button.
4. Refresh Button
a. Click the Refresh button to ensure the most current information is being displayed.
5. Close Button
a. Click the Close button and you will return to the DC Admission History screen.
6. Print Button
a. The Chargeable Offenses Report lists the date, chargeable offense, and facility. Click the
Print button and the completed report will appear.
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DC Forms Button

From the Direct Care Forms screen, you can access the type of form and the date it was

completed. (i) Select the Form Type from the drop-down menu, (ii) click the Add button, and the
selected form type will appear.

[ DC Admission History =
Select Auvenie’s Drect Core Admision b he Lt Has Alert(s)
[ e
CHense Hatory |
ForDCH
CC Admisson Ffomation [ = |
O Mumbar Admasion Dte: Movemert 2, Direct Care Forms =R |
Curert Statun S
infs §L05 .
el Direct Care Forms
= - —
e — Aeclassficaton orm Type e Complet
ndelominds Gelemrinat Bonded Fal ez |
Eay Felease Dt Discharge Dete Eaty Aeleass Date —
Lo ol Do - Lo Pl D =t
=l
Commeert Orders | Commlling Ofienses | JCC Mevement. | Classfication | Treatment Hoeds ‘ Aocess ‘
Commment Oale_ Comming FIFS Comnimert Type —Cout Tpe i
Fieadent
s - taen
Add New Form
Aavonke Frofie J
‘ Form Type: M Add
Pin | Close

From the Visitation screen, you can access the visitor information for the juvenile.

The Visitation screen consists of the Visitors, Siblings, Children, Other Visitors, and Visitor Log
tabs.

2 Visitation ==
Visitor Management
VISITORS | SIBLINGS | CHILDREN | OTHER VISITORS | VISITOR LOG |
APPROVED?
NAME YES NO
9, Diect Care Forms = | :
Parent 1:
Direct Care Forms Parent 2:
Form Ty Date Cormpleted Tt
Other 1.
Other 2:
Comments / Instructions:
— Retresh
Add Hew Form
oy T— | SeveDota | | Refresh Data |
Vistation
Residential Transfer
View Report ‘ Close |

a. Visitors Tab

i.  This tab consists of the visitor's name(s), if approved, and any additional comments or
instructions.

Visitation =]
Visitor Management
isiters | Siblings | Children | Other Vistors | Visitor Log |

APPROVED?
NAME YES NO
Parent 1. ©

Parent 2 @

Guardian;

Other 1:

Other 2:

Comments / Instructions:

SoveDota | | RefreshData |

1. The Name will auto-populate, (i) select YES or NO if the visitor is APPROVED, (ii)
enter any additional information into the Comments/Instructions textbox, and (iii)
click the Save Data button.

2. Refresh Data Button
a. Click the Refresh Data button to ensure the most current information is being

displayed.
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b. Siblings Tab
i.  This tab consists of the juvenile’s sibling information (if any).

Visitation [=]
Visitor Management
APPROVED?
SIBLING NAME AGE YES NO
SaveData | | Refiesh Data |
View Report Close

1. The SIBLING NAME and AGE will auto-populate, (i) select YES or NO if the sibling
is APPROVED, and (ii) click the Save Data button.
2. Refresh Data Button
a. Click the Refresh Data button to ensure the most current information is being
displayed.
c. Children Tab
i.  This tab consists of the juvenile’s child(ren) information (if any).

Visitation =]

isitor Manaaement

APPROVED?
CHILD NAME AGE YES NO

SaveData | | RefreshData |
View Report Close

1. The CHILD NAME and AGE will auto-populate, (i) select YES or NO if the child is
APPROVED, and (ii) click the Save Data button.

2. Refresh Data Button
a. Click the Refresh Data button to ensure the most current information is being

displayed.
d. Other Visitors Tab
i.  This tab consists of additional visitor information, such as the visitor name, date of birth,
visitor type, authorizing administrator, date of last update, and if approved.

Visitation =]

Visit
ildren | Other Vistors

Visiter Name DoB Type Authorizing Admin *

Last Update  Approved

Add Visitor
View Report Close
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1. Add Visitor Button
a. Click the Add Visitor button and the Add Visitor screen will appear.

5, Add Visitor =5 g=p == ]
Add / Edit Visitor

Visitor Name: DOB: lis}

Visitor Type:

i. (i) Enter the Visitor Name into the textbox, (ii) select the Visitor Type from
the drop-down menu, (iii) select the DOB from the calendar screen, (iv) select
either Yes or No if they are Approved, (v) click the Save Visitor button, and
you will return to the OTHER VISITORS tab on the Visitation screen.

ii. Cancel Button

1. Click the Cancel button and unsaved information will be cleared.
2. Modify Visitor Button
a. (i) Select a visitor entry, and the row will be highlighted in blue, (ii) click the
Modify Visitor button, and the Add Visitor screen will appear, (iii) edit the
information, (iv) click the Save Visitor button, and you will return to the OTHER
VISITORS tab on the Visitation screen.
b. Cancel Button
i. Click the Cancel button and unsaved information will be cleared.
3. Delete Visitor Button
a. (i) Select a visitor entry from the list, and the row will be highlighted in blue, (ii)
click the Delete Visitor button, and the Delete Visitor screen will appear, (iii)
click the Yes button, and you will return to the Visitation screen, and the visitor
entry will be deleted.
e. Visitor Log Tab
i.  This tab consists of visitor log information, such as the date, visitor name, relationship,
visit type, visit purpose, and if they used DJJ transportation.

Visitor Managgment

1. (i) Select an Authorized Visitor from the drop-down menu, (ii) select the Visit Date
from the calendar screen, and select the (iii) Visit Type and (iv) Visit Purpose from
the drop-down menus. If the visitor used DJJ transportation, place a checkmark in
the Used DJJ Transportation? checkbox. (v) Click the Add Visit button, and the
added visitor will appear in the log.

2.  Delete Visit Button
a. (i) Select a visitor from the list, and the row will be highlighted in blue, (ii) click

the Delete Visit button, and the Delete Visitor screen will appear, (iii) click the
Yes button, and you will return to the Visitation screen, and the visitor will be
deleted.
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f. View Report Button

i.  The Department of Juvenile Justice Division of Operations Approved Visitor List

I]%”ir?%?nfggon lists the juvenile’s visitors, siblings, children, additional visitors, and special

by clicking in comments/instructions. Click the View Report button and the Visitor Report screen will
the textbox and appear.

typing in g. Close Button

additional

information, OR
you can click on
the View button
and type itin on

i.  Click the Close button and you will return to the Direct Care Forms screen.

2. Residential Transfer

From the Residential Transfer screen, you can access information about the juvenile needed when

transferring them to a different facility or program.

the Resident [ e ==
Transfer e arvsitt -
screen. e ety e e e e

. . Direct Cae Forms o Vi
The View e

Direct Care Forms

button allows
you to access
the juvenile’s
information in a
larger textbox.

ikl

Add New Form

please hit Save bution

a. (i) Select the appropriate drop-down menu option for each alert question, (ii) type additional
details into the textbox located next to the alert questions OR click the magnifying glass
icon located next to the question to open an expanded textbox screen and type the
information, and (iii) click the Save button.

b. Print Button

i.  The Division of Institutional Services lists the demographic data and residential
transfer alerts. Click the Print button and the completed report will appear.

c. Cancel Button

ii. Click the Cancel button and unsaved information will be cleared.

Access History Button
The Access History screen displays who accessed the information and when.

= B

Has Aleri(s)

&= DC Admission History Access History

Select Auvenie’s Direct Care Adrission from the Lt
[0C humbo

‘The falowing personnel have read this Direct Care Admission:

f—— Accessed By Date Accessed
——

ForOCE
| Admiaon,
Mevarmers
Commimert
o & LOS
| Clasafication
Reclassfication

Fopulation
[

Chargeatie |
Offeues.
| ocroms

e
Hatary

Residert
Grevarce

Commément Orders | Commiting Offerises. | JCC Mowement | Gassiicaton | Treatment Needs

Commament Date _ Commating FIPS Commamant Type Cout Tyos

| Aot s

Resident Grievance Button
From the Resident Grievance screen, you can access information about the juvenile, such as the
tracking number, incident date, received date, incident class, grievance area, and disposition.

The Resident Grievance screen consists of the Incident Information, Investigation/Levels, and
Outcome tabs.
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1. Incident Information Tab
a. This tab consists of information on the juvenile’s incident, such as the tracking number,
incident date, received date, incident class, grievance area, and disposition.

The View e
button allows
you to access
the juvenile’s
information in a
larger textbox.

When you = 3 = o
select a staff
related incident
for Grievance - — —
Area, BADGE i. Add Button
will remind you 1. (i) Click the Add button and the fields at the bottom of the screen will become
to add a staff accessible. Select the (ii) Incident Date/Time and (iii) Report Date from the
member before . . . . e
saving the data. cal_c—:nd_ar screens, select the (iv) JCC (being g_r_leve_d), (v) Housing Unit (time
of incident), (vi) Coordinator’s Name, and (vii) Grievance Area from the drop-
down menus. If “Other” was selected for Grievance Area, enter the description
of it in the Description for Other textbox. (viii) Select the Date/Time Received
from the calendar screen, select the (ix) Resident’s Classification, (x) Human
Right’s Advocate’s Classification, and (xi) Applicable Regulation from the
drop-down menus, and enter the (xii) Code/Number/Description and (xiii)
Incident Description into the textboxes.
i. Add Staff Button
1. (i) Click the Add Staff button, and the 63 screen will appear, enter the (ii) First
Name and (iii) Last Name into the textboxes, (iv) click the OK button, and you
will return to the Resident Grievance screen, and the staff name will be listed in
the Staff Involved textbox.

63
Please enter staff first name and last name.
First Name: |

Last Name:

[ ok ] Cancel

iii. Remove Staff Button
1. (i) Select a name from the Staff Involved list, and the row will be highlighted in
blue, (ii) click the Remove Staff button, and the staff will be removed.
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iv.

Add Juvenile Button

1. (i) Click the Add Juvenile button, and the Find Juvenile screen will appear, (ii)
search for a juvenile, and the juvenile name will be listed in the Other Juveniles
Involved textbox.

& Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen.

V.

Remove Juvenile Button

1. (i) Select a name from the Other Juveniles Involved list, and the row will be
highlighted in blue, (ii) click the Remove Juvenile button, and the juvenile will
be removed.

2. Investigation/Levels Tab
a. This tab consists of investigation and levels information about the juvenile, such as the
level, start date, date forwarded, forwarded to, date responded, extension requested,
extension approved, extension expired date, and respond by date.

Vi.

Revised: 7/2019
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The Level# will auto-populate. Select the (i) Start Date and (ii) Date forwarded
from the calendar screens, (iii) enter the Forwarded To into the textbox, and select
the (iv) Respond By Date and (v) Date Responded (if applicable) from the
calendar screens. If there is a request for a time extension, click the Time
Extension Requested checkbox. If the time extension is approved, click the Time
Extension Approved checkbox. (vi) Select the Extension Expire Date from the
calendar screen and (vii) enter comments on the investigation into the Investigation
textbox.

Enter comments on the decision and resolution into the Decision/Resolution
textbox.

If the incident’'s Respond by Date has been passed, the Resident Grievance screen
will appear and notify you of the Level# increase. (i) Click the OK button and (ii) edit
the information.

Resident Grievance kg

@W Thisissueis being
W' Please co

advanced to the next level.
mplete the next level's information.

0K

Cancel Level Button

a. Click the Cancel Level button to cancel the Level# increase.
Add Level Button

a. Click the Add Level button to increase the Level#.

Edit Level Button

a. Click the Edit Level button to edit the level information.
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vii.  Delete Level Button
a. Click the Delete Level button to delete the recorded information.
3. Outcome Tab
a. This tab consists of additional juvenile information, such as the disposition, unfounded sub
disposition, substantiated sub disposition, and juvenile’s response.

s | [ ome N [T

i. (i) Select the Disposition from the drop-down menu. If Substantiated was selected, the
Substantiated Subdisposition field will become accessible, and select the
Substantiated Subdisposition from the drop-down menu. If Unfounded was selected,
the Unfounded Subdisposition and Appealed fields will become accessible, select the
Unfounded Subdisposition from the drop-down menu, and if the resident is appealing
the decision, click the Appealed checkbox. (ii) Select the Juvenile’s Response to
Resolution from the drop-down menu and (iii) click the Save button.

4. Edit Button
a. (i) Select an incident, and the row will be highlighted in blue, (ii) click the Edit button, (iii)
edit the information, and (iv) click the Save button when the edits are completed.
5. Close Button
a. Click the Close button and you will return to the DC Admission History screen.
6. Print Investigation Button
a. The Virginia Department of Juvenile Justice Resident Grievance System
Investigation Report lists the juvenile’s grievance information, incident description,
investigation notes, and outcome. Click the Print Investigation button and the completed
report will appear.

Juvenile Profile Button
From the Juvenile Profile screen, you can access the juvenile’s form type and date completed
information.

Date Completed

Delete button
will only be
accessible if a
Form Type has
been added.

button allows
you to access

each Form a. View Button
Type. i. (i) Select a Form Type, and the row will be highlighted in blue, and (ii) click the View
button.
b. Delete Button
i. (i) Select a Form Type, and the row will be highlighted in blue, and (ii) click the Delete
button.
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c. Refresh Button
i.  Click the Refresh button to ensure the most current information is being displayed.
d. Add New Form
i.  The Worker Facility will auto-populate, (i) select the Form Type from the drop-down
menus, (i) click the Add button, and (iii) add the juvenile information.
There are 11 form type options under the Form Type drop-down menu.

Education Information | Educational Information Prior 2016 | LOS Determinate | Level of
Service (LS/CM) | Medical History | Offense History Data | Personality Information | Physical
Exam| Psychological Information| Social History Information| Youth Level of Service

(YLS/CMI)
1. Education Information

From the Education screen, you can access information about the juvenile’s education and
educational assessments.

The Education screen consists of the Education Information, MAP Assessment, and STAR
Assessment tabs.

a. Education Information Tab
i.  This tab consists of the juvenile’s social history, school enroliment, educational needs,

and classifications.

Select the Last Grade Completed from the drop-down menu.
Social History
a. Select the (i) Attendance, (ii) Disruptive Classroom Behavior, (iii) Disruptive
Behavior on School Property, (iv) Academic Progress, (v) Peer
Interactions, and (vi) Staff Relationships from the drop-down menus.
3. School Enrollment
a. Select the Current Status from the drop-down menu.
4. Educational Needs
a. Selectthe (i) Career Education, (ii) Parenting Skills, (iii) Independent Living
Skills, and (iv) Suggested Educational Plan from the drop-down menus.
5. Classifications
a. Selectthe (i) Individualized Education Plan (IEP), (ii) 504 Plan, and (iii)
English Language Learner (ELL) from the drop-down menus.
6. Save Button
a. Click the Save Button to save the inputted information.

NP
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7. Close Button
a. Click the Close button and you will return to the Juvenile Profile screen.
8. Last Updated
a. The Last Update field will auto-populate the date the report was last saved.
b. MAP Assessment Tab
i.  This tab consists of the juvenile’s social history, school enroliment, educational needs,
and classifications.

1. (i) Select the Date of Testing from the calendar screen, enter the (ii) RIT SCORE and
(i) PERCENTILE RANK for the MATH, READING, and LANGUAGE USE sections,
and (iv) click the Save button.

2. Delete Button

a. Click the Delete button and the MAP Assessment will be removed.
3. Close Button
a. Click the Close button and you will return to the Juvenile Profile screen.
4. Last Updated
a. The Last Updated field will auto-populate the date the report was last updated.
c. STAR Assessment Tab
i.  This tab consists of the juvenile’s STAR assessment results.

= Education =EoE

EACH TAB MUST BE SAVEQMUDVIDUALLY.
Educaon infsmason | MAF Amesamens | 54 Mssssamart

1. (i) Select the Date of Testing from the calendar screen, enter the (i) PERCENTILE
RANK, and (iii) GRADE EQUIVALENCY for the MATH and READING section, and
(vi) click the Save button.

2. Delete Button
a. Click the Delete button and the STAR assessment will be removed.

3. Close Button
a. Click the Close button and you will return to the Juvenile Profile screen.

4. Last Updated
a. The Last Updated field will auto-populate the date the report was last updated.
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2. Educational Information Prior 2016

From the Education screen, you can access information about the juvenile, such as the Woodcock-
Johnson test results, school history, educational needs, special education classification, and
referrals for further assessment.

The Education screen consists of the Page 1 and Page 2 tabs.

[ T— ol=
Feoe 1 o2

a. Pagel Tab
i.  This tab consists of the juvenile’s Woodcock-Johnson test result information.

Sam e Lot Ut

1. The Last Grade Completed, Testing Completed, and Date of Testing information
will be displayed.
2. Woodcock-Johnson Test Results
a. The Age Equivalency, Grade Equivalence, and Standard Score for BROAD
READING, MATH, and WRITTEN LANGUAGE will be displayed. If the juvenile
was selected for Brief or Single Subset from the MATH and WRITTEN
LANGUAGE checkboxes, the subtests will be checked in the If Brief or Single
Subset options checked above, indicate subtests checkboxes.
b. Page 2 Tab
i.  This tab consists of the juvenile’s school history, educational needs, special education
classification, and referral information.
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1. School History
a. The Attendance, Disruptive Classroom Behavior, Disruptive Behavior on
School Property, Academic Progress, Peer Interactions, Staff
Relationships, and Current Status drop-down menus will show the juvenile’s
history of problems with school.
2. Educational Needs
a. The Employability skills/career educ., Vocational Training, Parenting Skills,
Independent Living Skills, Transition Services, and Suggested Educational
Placement drop-down menus will show the juvenile’s educational needs.
3. Special Education Classification
a. The Special Education Status Determined, Primary Classification Code,
Secondary Classification Code, and Related Services Code drop-down
menus will show the juvenile’s special education classifications.
4. Referrals For Further Assessment
a. The Speech, Language, and Vocational drop-down menus will show if the
juvenile should be referred for further assessment.
c. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
d. Last Updated
i.  The Last Updated field will show the date the report was last updated.
3. LOS Determinate
From the LOS Determination screen, you can access information about the juvenile, such as the
LOS information, and service needs both related and not related to the LOS.

The LOS Determination screen consists of the LOS, Assets, and Service Needs tabs.

a. LOS Tab
i.  This tab consists of the juvenile’s level of service, special category, and treatment
needs that may affect the level of service information.

1. Select the Level of the (i) Most Serious Instant Offense and (ii) Most Serious
Prior Offense from the drop-down menus, (iii) enter the Chronicity Score into the
textbox, select the (iv) LOS increased due to chronicity and (v) Forwarded to
IRC due to exceptional circumstances from the drop-down menus, and enter the
(vi) Assigned LOS and (vii) to into the textboxes.
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2. Special Category
a. (i) Select the Determinate Sentence from the drop-down menu. If “1” was
selected, enter the Months into the textbox or click the Until Age 21 checkbox.
(ii) Select the Blended Sentence from the drop-down menu.
3. Treatment Needs which may affect LOS
a. The Aggression Management, Substance Abuse Treatment, and Sex
Offender Treatment fields will auto-populate. If the juvenile is attending 12
sessions for the Cannabis Youth Treatment, click the CYT12 checkbox. If the

juvenile is attending 5 sessions for the Cannabis Youth Treatment, click the
CYT5 checkbox.

b. Assets and Service Needs Tab
i.  This tab consists of the juvenile’s service needs that may affect the length of stay and
service needs not related to the Length of stay information.

1. Service Needs which may affect LOS
a. Select the service need for (i) Aggression Management, (ii) Substance
Abuse, and (iii) Sex Offender from the drop-down menus.
2. Additional Service Needs Not Related to LOS
a. (i) Click all the Additional Service Needs Not Related to LOS options that
apply to the juvenile and (ii) select the Date Form Signed from the calendar
screen.
c. Save Button
i.  Click the Save button to save the inputted information.
d. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
e. Last Updated
i. The Last Updated field will auto-populate the date the report was last updated.
4. Level of Service (LS/CMI)
From the Level of Service screen, you can access information about the juvenile, such as the LOS
information, and service needs both related and not related to the LOS.

The Level of Service screen consists of the Page 1, Page 2, and Page 3 tabs.

Seve Cose.
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a. Pagel Tab
i.  This tab consists of the juvenile’s criminal history, education and employment, and
family and marital information.

1.

2.

3.

Cose.

Criminal History
a. (i) Select if the juvenile has Any prior offenses/convictions/adjudications from

the drop-down menu. If “Yes” was selected, enter the number of Youth
dispositions and Adult convictions into the textboxes. Select the (ii) Two or
more prior youth/adult dispositions/convictions, (iii) Three or more prior
youth/adult dispositions/convictions, and (iv) Three or more present
offenses from the drop-down menus. If “Yes” was selected for Three or more
present offenses, type in the number of offenses in the textbox. Select the (v)
Arrested or charged under age 16, (vi) Ever incarcerated on conviction, and
(vii) Ever punished for institutional misconduct or a behavior report from
the drop-down menus. If “Yes” was selected for Ever punished for
institutional misconduct, enter the number of times in the textbox. (viii) Select
the Charge laid, probation breached, or parole suspended during prior
community supervision from the drop-down menu. If the area is a protective
factor for the juvenile, click the Strength checkboxes.

Education/Employment
a. Select the (i) Currently unemployed, (ii) Frequently unemployed, (iii) Never

employed for a full year, (iv) Less than regular grade 10 or equivalent, (v)
Less than regular grade 12 or equivalent, (vi) suspended or expelled at
least once, (vii) Participation/Performance, (viii) Peer interactions, and (ix)
Authority interaction from the drop-down menus. If the area is a protective
factor for the juvenile, click the Strength checkboxes.

Family/Marital
a. Select the (i) Dissatisfaction with marital or equivalent situation, (ii) Non-

rewarding, parental, (ii) Non-rewarding, other relatives, and (iv) Criminal —
family/spouse from the drop-down menus. If the area is a protective factor for
the juvenile, click the Strength checkboxes.

b. Page 2 Tab
i.  This tab consists of the juvenile’s leisure/recreations, companions, and alcohol/drug
problem (if applicable).

Revised: 7/2019
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1. Leisure/Recreation
a. Select the (i) Absence of recent participation in an organized activity, and
(i) Could make better use of time from the drop-down menus. If the area is a
protective factor for the juvenile, click the Strength checkboxes.
2. Companions
a. Select if the juvenile has (i) Some criminal acquaintances, (i) Some criminal
friends, (iii) Few anti-criminal acquaintances, and (iv) Few anti-criminal
friends from the drop-down menus. If the area is a protective factor for the
juvenile, click the Strength checkboxes.
3. Alcohol/Drug Problem
a. Select the (i) Alcohol problem, ever, (ii) Drug problem, ever, (iii) Alcohol
problem, currently, (iv) Drug problem, currently, (v) Law violations, (vi)
Marital/Family, (vii) School/Work, and (viii) Medical or other clinical
indicators from the drop-down menus. If the area is a protective factor for the
juvenile, click the Strength checkboxes.
c. Page 3 Tab
i.  This tab consists of the juvenile’s pro-criminal attitude and antisocial pattern.

2 Lo of Sevice =5 <]
Page 1 | Page2 Page 3 Dae beevewes -
1.7 Procrminal Attude/ORpaion

1. Pro-criminal Attitude/Orientation
a. Select the (i) Supportive of crime, (i) Unfavorable toward convention, (iii)
Poor, toward sentence/offence, and (iv) Poor, toward supervision/treatment
from the drop-down menus. If the area is a protective factor for the juvenile, click
the Strength checkboxes.
2. Antisocial Pattern
a. Select the (i) Specialized assessment for antisocial pattern and (ii) Early and
diverse antisocial behavior from the drop-down menus. If “Yes” was selected
for Early and diverse antisocial behavior, click all the Early and diverse
antisocial behavior options that apply to the juvenile. (iii) Select the Criminal
attitude from the drop-down menu. If “Yes” was selected for Criminal attitude,
check all the Criminal attitude options that apply to the juvenile. Select the (iv)
Pattern of generalized trouble from the drop-down menu. If “Yes” was
selected for Pattern of generalized trouble, select the Financial problems
from the drop-down menu and click all the Pattern of generalized trouble
options that apply to the juvenile. If 3 or more address changes last year was
checked, enter the amount of times into the textbox. If the area is a protective
factor for the juvenile, click the Strength checkboxes. The Total Score and
Override Risk Level fields will auto-populate. (v) Select the Override Risk
Level from the drop-down menu and (vi) click the Save button.
d. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
e. Print Button
i.  The Juvenile Profile — Level of Service/Case Management Inventory lists the

juvenile’s criminal history, education/employment, family/marital, leisure/recreation,

companions, alcohol/drug problem, pro-criminal attitude/orientation, antisocial pattern,

total score, overall risk level, and override risk level. Click the Print button and the

completed report will appear.
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5. Medical History

From the Medical History screen, you can access information about the juvenile, such as their
current medical problems, vulnerability factors, past medical history, sexually transmitted
infections, prescribed any psychotropic(s), family history, and high-risk behavior/sexual history.

The Medical History screen consists of the Page 1, Page 2, and Page 3 tabs.

a. Page 1l Tab
i.  This tab consists of the juvenile’s current medical problems, vulnerability factors, and
past medical history.

1. Current Medical Problems/Allergies
a. Select the (i) Medication and Reactions, (i) Environmental and Reactions,
(i) Food(s) and Reactions, (iv) TB or Positive PPD, (v) Asthma, (vi)
Diabetes, (vii) Hepatitis, (viii) Heart Problem, (ix) Sickle Cell Anemia/Trait, (X)
Orthopedic Problem, (xi) Glasses, (xii) Other Assistive Devices Needed for
Care, (xiii) Current Psychiatric Problems, and (xiv) Physical Disabilities from
the drop-down menus.
2. Vulnerability Factors
a. Select the (i) Small Physical Stature, (ii) Developmental/Mental/Physical
Disability, (iii) Presents as Leshian, Bisexual, Transgender, Gender Identity
Issues, (iv) History of Sexual Victimization, and (v) History of Sexual
Activity While in Custody from the drop-down menus.
3. Past Medical History
a. Select the (i) Chicken Pox, (ii) Head Injuries, (iii) Loss of Consciousness, (iv)
Fractures, (v) Seizures, (vi) Gunshot Wounds, (vii) Stab Wounds, (viii)
Medical Hospitalizations, (ix) Psychiatric Hospitalizations, (x)
Surgery/Operations/Procedures, and for females, (xi) Pregnancy, and (xii)
Menstrual Cycle/Pap Smears from the drop-down menus.
b. Page 2 Tab
i.  This tab consists of the juvenile’s sexually transmitted diseases, prescribed any
psychotropic medication, and family history information.
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1. STI's
a. Select whether the juvenile has (i) Chlamydia, (ii) Gonorrhea, (iii) Syphilis, (iv)
Herpes, (v) Venereal Warts, (vi) Genital Sores, (vii) HPV, (viii) Pediculosis,
and (ix) Trichomaniasis from the drop-down menus.
2. Psychotropics
a. Click the Psychotropic, Sleep, and/or Stimulant checkboxes for (i) Never
previously prescribed, (ii) Prescribed in the past, (iii) Current prescription
(prior to arrival at RDC), and (iv) Newly prescribed at RDC.
3. Family History
a. Select if there is a family history of (i) TB, (ii) Heart Problems, (iii) High Blood
Pressure, (iv) Blood Sugar Problems, (v) Asthma, and (vi) Other drop-down
menus.
c. Page 3 Tab
i.  This tab consists of the juvenile’s high-risk behavior/sexual history and family

information.
iy l |

1. High Risk Behavior/Sexual History

a. Select (i) Have you had sex and (ii) Was it consensual from the drop-down
menus. If “1” was selected for Was it consensual, select the Did you report it
to anyone from the drop-down menu, and type in the name of the person to
whom it was reported in the Who textbox. (iii) Enter in the Age at first sexual
intercourse (not abuse) into the textbox, select the (iv) Have you ever been
forced or pressured into doing something sexual that you did not want to
do, (v) IV drug use, (vi) History of blood transfusion or blood product
administration, and (vii) Trading sex for money or drugs from the drop-down
menus, enter (viii) How many sexual partners have you had in the past year,
(ix) Past 3 years, and (x) Lifetime into the textboxes, select the (xi) Were your
sexual partner(s), (xii) High risk sexual partner (promiscuous/IV drug
use/prostitution), and (xiii) Condom Use from the drop-down menus. If “1” was
selected for Condom Use, click either the Sometimes or Every Time
checkbox. (xiv) Select the Multiple tattoos from the drop-down menu.

2. Family

a. Select the Do you have Children from the drop-down menu. If “1” was selected
for Do you have children, select the Number of Children from the drop-down
menu, and the Age and Sex drop-down menus will appear for the selected
number of children, and select the Age and Sex from the drop-down menus for
each child.
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d. Save Button
i.  Click the Save button to save the inputted information.
e. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
f. Last Updated
i. The Last Updated field will auto-populate the date the report was last updated.
6. Offense History Data
From the Offense History screen, you can access information about the juvenile, such as the
commitment number, number of suspended commitments, CSU, who they were sentenced by, and
escape/A.W.O.L history.

o Offense History = (==

Commitment Number: Number of Suspended Commitments:
Count Service Unit: Bl Committed Under 16.1-285.1 or 16.1-269.17

Sentenced by L Sentence: marths

1. Age of firs behavorial problems
2. Age at first community intervertion
3. Age o firs criminal adjudication

Escape/A W.O.L. History

(0=No 1=Yes 2 =Multiple 3= Information Not Provided)
From:

~| 4 Secure Facities

| 5. Group Foster Home

¥ | 6. Home

a. Enter the (i) Commitment Number and (i) Number of Suspended Commitments into the
textboxes, and (iii) select the Court Service Unit from the drop-down menu. If the juvenile
has a commitment under code 16.1-285.1 or 16.1-269.1, click the Committed Under 16.1-
285 or 16.1-269.1 checkbox. (iv) Select the Sentenced by from the drop-down menu and
enter the amount of months into the Sentence textbox. If the juvenile has adult time
pending, click the Adult Time Pending checkbox. Enter the (v) Age of first behavioral
problems, (vi) Age at first community intervention, and (vii) Age at first criminal
adjudication into the textboxes.
b. Escape/A.W.O.L History
i. Selectthe (i) Secure Facilities, (i) Group/Foster Home, and (iii) Home from the drop-
down menus, and (iv) click the Save button.
c. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
d. Last Updated
i. The Last Updated field will auto-populate the date the report was last updated.
7. Personality Information
From the Personality Information screen, you can access information about the juvenile, such as
the scales and subscales of the Personality Inventory for Youth (PIY).

a. Enter the (i) VAL, (ii) COG, (iii) ADH, (iv) DLQ, (v) FAM, (vi) RLT, (vii) SOM, (viii) DIS, (ix)
WDL, (x) SSK, (xi) INC, (xii) COG1, (xiii) ADH1, (xiv) DLQ1, (xv) FAM1, (xvi) RLT1, (xvii)
SOM1, (xviii) DIS1, (xix) WDL1, (xx) SSK1, (xxi) FB, (xxii)) COG2, (xxiii) ADH2, (xxiv)
DLQ2, (xxv) FAM2, (xxvi) RLT2, (xxvii) SOM2, (xxviii) DIS2 (xxix) WDL2, (xxx) SSK2,
(xxxi) DEF, (xxxii) COG3, (xxxiii) ADH3, (xxxiv) DLQ3, (xxxv) FAM3, (xxxvi) SOM3, and
(xxxvii) DIS3 textboxes, and (xxxviii) click the Save button.
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b. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
c. Last Updated
i. The Last Updated field will auto-populate the date the report was last updated.
8. Physical Exam
From the Physical Exam screen, you can access information about the juvenile, such as the vital
signs, skin, head, eyes, ears, nose, throat, genital exam, LAB, assessment, and
plans/recommendations.

The Physical Exam screen consists of the Page 1 and Page 2 tabs.

=2 Physice B = )

a. Page 1l Tab
i.  This tab consists of the juvenile’s vital signs, skin, and head, eyes, ears, nose, and

throat information.

1. Vital Signs
a. (i) Enter the Weight into the textbox, select the Height in (ii) ft. and in (iii) in
from the drop-down menus, (iii) enter the BMI into the textbox, select Pass or
Fail for (iv) Hearing Screening and (v) Vision Screening, and (vi) select Yes
or No for Allergies.
2. Skin
a. (i) Select Checked or Not Checked for Skin and (ii) click all the Skin options
that apply to the juvenile.
3. HEENT
a. (i) Select Checked, Not Checked, or Under Investigation for HEENT, and
select Normal or Abnormal for (ii) Head, (iii) Eyes, (iv) Ears, (v) Nose, (vi)
Throat, and (vii) Neck.
b. Page 2 Tab
i This tab consists of the juvenile’s examinations, labs, assessments, and
plans/recommendations.
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1. Select Normal or Abnormal for (i) Pulmonary, (ii) Cardiovascular, (iii) Chest, (iv)
Abdomen, (v) Musculoskeletal, (vi) Neurological, and (vii) Breast Exam for
females (if indicated).

2. Genital Exam
a. Select Conducted, Not Conducted, or Under Investigation.

3. LAB
a. Select Conducted, Not Conducted, or Under Investigation.
ii. Assessment
1. Select Yes or No for (i) Apparently Free from communicable disease and (ii)
Handicaps.

iii.  Plans/Recommendations
1. (i) Click all the Plans/Recommendations options that apply to the juvenile. If a
checkmark is placed in Referral within DJJ, Referral outside of DJJ, and/or
Diagnostic tests, click all the specific options that apply to the juvenile. (ii) Select
the Immunizations from the drop-down menu.
c. Save Button
i.  Click the Save button to save the inputted information.
d. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
e. Last Updated
i. The Last Updated field will auto-populate the date the report was last updated.
9. Psychological Information
From the Psychological Information screen, you can access information about the juvenile, such as
special considerations, substance use, substance abuse, psychotropic medication, history of
assault, history of victimization, intellectual functioning, and significant symptoms.

The Psychological Information screen consists of the Risks and Needs, Substance Abuse,
Psychotropic Meds/Assault History, and Functionality Information tabs.

5/ PaycholugicalInfarmetion =8 =8
Fusks and 1603 | Substonce Acuns | Paychotmpc Mods/fesaut Himary | Functinaky infomation

a. Risks and Needs Tab
i.  This tab consists of the juvenile’s special considerations and substance use.

*Carani v w
vt s 1, ety

1. If you want to show 2015 expired fields, click the Show 2015 Expired fields
checkbox, and two additional tabs will appear, the Expired 2015, and Expired Brain
Injury History tabs.
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B Refer to the Expired 2015 section for instructions on how to navigate the Expired 2015 tab.
B Refer to the Expired Brain Injury section for instructions on how to navigate the Expired Brain Injury tab.

2. Click all the (i) Special Considerations and (ii) Substance Use* options that apply
to the juvenile.
b. Substance Abuse Tab
i.  This tab consists of the juvenile’s substances, age of first use, and current exposure.

Tt
2 -
0 -
0 -
—
0 -
o=
0 -
0 -
0 -
[o.=|
0 -

¥
£
g
i

1. Substances
a. Select the Age of First Use and Current Exposure* for the (i) Tobacco, (ii)

A g)?;gesztre < Alcohol, (iii) Marijuana, (iv) Inhalants, (v) Ecstasy, (vi) Crack/Cocaine, (vii)
based on most Methamphetamines (crystal meth, etc.), (viii) Prescription Stimulants
recent DSM (Ritalin, Adderall, etc.), (ix) Sedatives, Anxiolytics, and Hypnotics, (x)
criteria. Hallucinogens, (xi) Opiates, (xii) Synthetic Marijuana (K-2, Spice, etc.,), (xiii)

Other Prescription Drugs (not elsewhere captured), and (xiv) Other Non-
Prescription Drugs or Other Substance (not elsewhere captured) from the
drop-down menus.
c. Psychotropic Meds/Assault History Tab
i.  This tab consists of the juvenile’s psychotropic medications, assault history, and history
of victimization.

£/ PaycholagicalInfarmetion

1. Psychotropic Medications: Check all that apply
a. Click Psychotropic, Sleep, and/or Stimulant, for the (i) Never Prescribed, (ii)
Prescribed in the past, (iii) Current prescription (prior to commitment), and
(iv) Newly prescribed at direct care placement checkboxes, if applicable.
2. History of Assaultivness
a. Select the juvenile’s history of assault(s) Against Family Member younger
than Juv (i) Sexual and (ii) Physical, Against Family Member Older than Juv
(iif) Sexual and (iv) Physical, Against Acquaintance (v) Sexual and (vi)
Physical, Against Stranger (vii) Sexual and (viii) Physical, Against Authority
Figure (ix) Physical, Resulting in Physical Injury Req. Med. Attn. (x)
Physical, and Using a Weapon (xi) Physical from the drop-down menus.
3. History of Victimization
a. Select the juvenile’s history of victimization by a Parent/Parental Figure (i)
Sexual and (ii) Physical, Other Family Member or Trusted Adult (iii) Sexual
and (iv) Physical, Acquaintance (v) Sexual and (vi) Physical, and Stranger
(vii) Sexual and (viii) Physical from the drop-down menus.
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d. Functionality Information Tab
i.  This tab consists of the juvenile’s intellectual functioning, and significant symptoms.

The Significant

Symptoms of

refers to the

disorders identified 2.
in the diagnostic

and statistical

manual of mental 3
disorders (DSM- )
V).

The Expired .
2015 tab should 1.
ONLY be

viewed and not

edited.
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=2 Psychological Information =3 |
Fisks and Needs | Substance Abwse | Psychalropic Meds.Assault History | Funcionalty infomation

7. Intellectual Functioning

Testing Instnument

| o-Manerinvaid. 1-WAS!. 2-WISC. 3WAIS. 4-Other

Intellectual Functioning

a. (i) Select the Testing Instrument from the drop-down menu and (ii) enter the
FSIQ into the textbox.

Significant Symptoms of

a. Click all the Significant Symptoms of DSM-V disorder options that apply to the
juvenile.

Trauma Symptom Checklist for Children: (adolescents through age 16)

a. Select if the juvenile’s trauma symptom checklist was Not Administered, Valid,
or Invalid.

e. Expired 2015 Tab
This tab consists of the juvenile’s personality/behavior, attitudes/orientation, special
considerations, substances, and intellectual functioning.

o2 Psychological Information = ol
Substance Abuse | Pychotropi Meds/fssaut Hstory | Funclionaiy Infomation | Eored 2015 Fistony )
1. Personaiity/Behavior
nade -

Iflsted sef esteem

Low sef extesm

Actively rejecting help
3. Special Considerations
Hatory of developmertal delay
Htory seusl offending
5. Substances

Crack
9. Intellectusal Functioning
vel PG PRUPO!

via WMUFDI

Last Updated:

Personality/Behavior

a. If the juvenile has any personality and/or behavioral issues, a checkmark will be
placed in one or more of the Personality/Behavior checkbox(es).

Attitudes/Orientation

a. If the juvenile has any problem attitudes and/or orientations, a checkmark will be
placed in one or more of the Attitudes/Orientation checkbox(es).

Special Considerations

a. If the juvenile has any special considerations, a checkmark will be placed in one
or more of the Special Considerations checkbox(es).

Substances

a. The Age of First Use and Current Exposure will be selected from the drop-
down menus for Crack.

Intellectual Functioning

a. The intellectual functioning score will be entered in the VIQ, VCI, WMI/FDI, PIQ,
PSI, and PRI/POI textboxes.
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f. Expired Brain Injury History Tab
i.  This tab consists of the juvenile’s neuropsychological tests, medical record review, and
neuropsychological functioning.

&2 Psychelogical Information ==
Substance Anse | Paycholrapic Meds/Assaul History | Functionaity Infoemation | Expired 2015 | Expired Brain iy Hstory
1. Neurspaychological Tests
Tou £ 01100

Symbol Digt Modalties Test

Traf Making Test - Adut fage 15+) Tme

Tial Making Test - Crkdrri's (age < 15} ™™
Tors

Play Qmtamath Complex Figure Test

Py Audtory Verhel Lesming Tee! o

12. Medical Record Review
0-Mo, 1=Yes, Z=Unknown

Ovbio, 1=¥es, 2=Uinknown

Save Ciose.

Last Updated:

1. Neuropsychological Tests
a. The data codes for the Symbol Digit Modalities Test, Trial Making Test —
Adult (age 15+), Trial Making Test — Children’s (age < 15), Rey-Osterreith
Complex Figure Test, and Rey Auditory Verbal Learning Test textboxes will
be entered.
2. Medical Record Review
a. The Incidents of hypoxia (near drowning, choking, etc.), Prenatal drug or
alcohol exposure, Other perinatal trauma, and History of seizure/seizure
disorder will be selected from the drop-down menus.
3. Neuropsychological Functioning
a. The Testing indicators suggestive of brain damage and Based on available
information, examiner suspects possibility of brain damage will be selected
from the drop-down menus.
g. Save Button
i.  Click the Save button to save the inputted information.
h. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
i. Last Updated
i.  The Last Updated field will auto-populate the date the report was last updated.
10. Social History Information
From the Social History screen, you can access information about the juvenile, such as living
situations, mental health/substance abuse treatment services, family history, special population,
and the substance abuse subtle screening inventory (SASSI).

The Social History screen consists of the Page 1 and Page 2 tabs.

Pase ] |Paged

Living Stuations
1. Living Stuation lemmediately Prior ta Detenlion/Incarcerafion [Check: ONE)

Home based Services Caurwng Madcation Management

Smee [ Last Lt

a. Pagel Tab
i.  This tab consists of the juvenile’s living situations and mental health/substance abuse

treatment services.
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1. Living Situations
a. (i) Click ONE of the juvenile’s Living Situation Immediately Prior to
Detention/Incarceration (Check ONE) options and (ii) click all the Prior Living
Situation (Check all that apply) options that apply to the juvenile.
2. Mental Health/Substance Abuse (MH/SA) Treatment Services
a. If the juvenile has had inpatient/residential treatment, enter the number of
Inpatient/Residential Treatment (Number of Placements) for (i) Psychiatric
Placement, (ii) Residential Treatment Facility (not primarily substance
abuse), (iii) Substance Abuse Treatment Facility, and (iv) Therapeutic
Foster Care textboxes, and (v) click all the Outpatient MH/SA Services
(Check all that apply) options that apply to the juvenile.
b. Page 2 Tab
i.  This tab consists of the juvenile’s family history, special population, and the Substance
Abuse Subtle Screening Inventory (SASSI).

1. Family History
a. ForIndicate Applicable Parent History, select (i) Domestic violence
(perpetrator), (i) Criminal Activity, (iii) Incarceration, (iv) Substance Abuse,
(v) Psychiatric Hospital, (vi) Outpatient Mental Health, (vii)
Abandonment/Rejection, and (viii) Death from the drop-down menus, and (ix)
click the Yes or No checkbox for Sibling Criminal Activity.
2. Special Population
a. Click all the (i) Socio-Economic Status, (ii) Juvenile Parenting Status, and
(iii) Migratory Worker options that apply to the juvenile, and (iv) click the Yes or
No checkbox for Is English the resident’s native language.
3. SASSI
a. (i) Select the Indicate S/A Category from the drop-down menu and (ii) click the
Save button.
c. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
d. Last Updated
i. The Last Updated field will auto-populate the date the report was last updated.
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11. Youth Level of Service (YLS/CMI)

From the Youth Level of Service screen, you can access information about the juvenile, such as
prior and current offenses/dispositions, family circumstances/parenting, education/employment,
peer relations, substance abuse, leisure/recreation, personality/behavior, and attitudes/orientation.

The Youth Level of Service screen consists of the Page 1 and Page 2 tabs.

a2 Youth Level of Senvice ol & =
Page 1 | Page 2 Date Completed -
1. Prior and Current Offenses/ it 3. i
a. Three or more pror convictions 5. Disnuptive classroom behavior

b. Two or more failures to comply b. Disnuptive behavior on school propery
. Prior probation c. Low achievemert
d. Prior Custody d. Problems with peers
&. Three or more current convictions (=} &. Problems with teachers
£ Tnancy

2. Family Circumstances/Parenting g. Unemployed/not seeking employment

a. Inadequate Supervision
b. Dificuty in controling behavior Strenoth
. Inapproprite discipline

i 4. Peor Relations
Inconsistent parenting
+ Poorrelatons father youth) = Some deinquent scausntances
. Poor rlations (mother - youth) . Some delinquert frisnds
c. Nofew positive acquaintances
Strength d. Nosfew postive frends
Strength

a. Date Completed

i. The Date Completed will auto-populate the date the Youth Level of Service screen was

opened. If you would like to change the date, select the Date Completed from the
calendar screen.

b. Page 1 Tab

i.  This tab consists of the juvenile’s prior and current offenses/dispositions, family

circumstances and parenting, education and employment, and peer relations
information.

a5 Youth Level of Service ol @ =
Date Completed ~
3
2. Three or more prior convictions a. Disuptive classroom behavior
b. Two or more faiures to comply b. Disnuptive behavior on school property.
<. Pror probation ¢. Low achievement
d. Pror Custody d. Problems with peers
e. Three or more curert convictions [ e. Problems with teachers

f. Truaney

2. Family Gircumstances/Parenting g. Unemployed /not seeking employment

a. Inadequate Stpervisicn
b. Dificuty in cortraling behavior Strength
<. Inspproprite discipline
d. Inconsistent parenting
e. Poor relations father - youth) 2 Some deinquent acquaintances
. Poor relations ther -youth)

riends
c. Noffew posive acquaintances
Strength d. Nosfew postive friends

Strength

1. Click all the (i) Prior and Current Offenses/Dispositions, (ii) Family
Circumstances/Parenting, (iii) Education/Employment, and (iv) Peer Relations

options that apply to the juvenile. If the area is a protective factor for the juvenile,
click the Strength checkboxes.
c. Page 2 Tab

i.  This tab consists of the juvenile’s substance abuse, leisure and recreation, personality
and behavior, and attitudes and orientation.

a5 Youth Level of Servige ol @ =
— .
5. Substance Abutt

7. Personality/Behavior

a. Occasional drug use 2. Inflaed sef-estoem
b. Chroric drug use b. Physicaly sggre
c. Chroric alcohol abuss c. Tartnums
d. Substance abuse inferferes withlfe ] d. Shott atention span
e. Substancs use linked to offensels) . Foor fustration tolerance
. Inadequate guit feslings
Strength g. Verbally aggressive, impudent
Strength
6. Leisure/Recreation 8_ Attitudes/Orientation
a. Limted organized activeies a. Antisocial/prociminal attudes
b. Gotid make better use of time
No personal interests. b. Mot secking help
¢ Rope ©. Actively rejecting help
Strength d. Defies authorty

e. Callous, little concem for others
Strength

Total Score: Overall Risk Level
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1. Click all the (i) Substance Abuse, (ii) Leisure/Recreation, (iii)
Personality/Behavior, and (iv) Attitudes/Orientation options that apply to the
juvenile. If the area is a protective factor for the juvenile, click the Strength
checkboxes. The Total Score and Overall Risk Level fields will auto-populate
based on the fields selected from the Page 1 and Page 2 tabs.
d. Save Button
i.  Click the Save button to save the inputted information.
e. Close Button
i.  Click the Close button and you will return to the Juvenile Profile screen.
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Reports

This menu provides users with various reports on different levels. From the Direct Care Main

screen, click the Reports menu.

o' Direct

Care Main

File

Customizalle Population Report
Direct Care Data Reports »

Direct Care Current Population Reports ¥

Population Board Reports »
»

Resident Grievance Reports

B
Direct Care
Module

Every user accessing the system is bound by confidentialiy rules. Do not access
information on juveniles in which you do not have a legitimate professional inerest.

aulotid i il

1. Customizable Population Report

o Direct Care Main

File  Se;

stomizable Pupulanmepen

Direct Care Data Reports »
Direct Care Current Population Reports >
Population Board Reports

»
Resident Grievance Reports »

LDG E
Direct Care
Module

Do not access.

Every user ac ing bound by
information on juveniles in which you do not have a legitimate professional interest.

a. The Customizable Current Direct Care Population Report screen allows you to create a

population report based on selected search criteria. Select the Customizable Population
Report option from the drop-down menu and the Customizable Current Direct Care

Population Report screen will appear.

o Custerizable Current Direct Care Population Report

Please Select Your Searching Criteria
Canectonsl Facity 7 Housing Uk
xcs Prvate Frovdes  Cusiomize

7

v
El

Custocy Classfication
v i i v v -
Ofender Type

Serious Offender Special Deceion Case Fieg
Superviaing CSU/FIPS £ Gt Sex

CSU  FPS Male
Commitied by CSU/FIPS 7] e

cs FIPS setween
Trestmert Hezds Assgresd Cemmitied by Court Type

] Sex Cffender
[] Substance Awse c
|| Aggression Managemert

Time: Served fmorths)
[

Aaveries that have ndetestinale commiiments enly
Aaveries i have o cetmanaie serterce
Asveries 1hal hara 2 bended sentence

Wehn * Davaof Frl Esly Rabesta Dats {

ad

Qose.

eust Court Appeal for JADR

V]

The Customizable Current Direct Care Population Report screen consists of fourteen search

criteria.
i. Correctional Facility

1. All will be selected automatically. (i) Deselect All in order to search by a
Correctional Facility, (ii) select JCCs, Private Providers, or Customize in order
to filter the options listed under Correctional Facility, and (iii) select one or more

Correctional Facili

Revised: 7/2019
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Vi.

Vii.

viii.

Xi.

Xii.

Xiii.

Xiv.

XV.

XVi.

XVil.

Housing Unit

1. All will be selected automatically. (i) Deselect All in order to search by a Housing
Unit (if applicable) and (ii) select the one or more Housing Unit options.

Custody Classification

1. All will be selected automatically. (i) Deselect All in order to search by a specific
Custody Classification and (ii) select one or more Custody Classification
options.

Offender Type

1. All will be selected automatically. (i) Deselect All in order to search by a specific
Offender Type, and (ii) select the Offender Type.

Supervising CSU/FIPS

1. All will be selected automatically. (i) Deselect All in order to search by a specific
CSU or FIPS and (i) select the name of the supervising CSU or FIPS from the drop-
down menu.

Genetic Sex

1. All will be selected automatically. (i) Deselect All in order to select a specific
Genetic Sex and (ii) select Male or Female.

Committed by CSU/FIPS

1. All will be selected automatically. (i) Deselect All in order to search by a specific
CSU or FIPS and (i) select the name of the committed by CSU or FIPS from the
drop-down menu.

Age

1. All will be selected automatically. (i) Deselect All in order to search by a specific
age range and (ii) type the age range into the two textboxes.

Treatment Needs Assigned

1. You can search by Treatment Needs Assigned by (i) selecting Sex Offender,
Substance Abuse, and/or Aggression Management and (ii) select the appropriate
option(s) from the drop-down menu(s).

Committed by Court Type

1. All will be selected automatically. (i) Deselect All in order to search by a specific
Committed by Court Type and (ii) select the Committed by Court Type.

If you would like to only search for juveniles with an indeterminate commitment, click the

Juveniles that have indeterminate commitments only checkbox.

If you would like to search for juveniles with a determinate commitment, click the

Juveniles that have a determinate sentence checkbox.

If you would like to search for juveniles with a blended sentence, click the Juveniles

that have a blended sentence checkbox.

If you would like to search juveniles that are within a specific number of days of their

final early release date, (i) click the Within X Days of Final Early Release Date

checkbox, and 90 will appear in the textbox, and (ii) change the 90 to the number of
days the appropriate number (if applicable).

Time Served (months)

1. All will be selected automatically. (i) Deselect All in order to search for a specific
time served (in months) range and (i) type the Time Served (months) range in the
two textboxes.

Close Button

1. Click the Close button and you will return to the Direct Care Main screen.

Next > Button

1. After selecting the appropriate search criteria, (i) click the Next > button and the
Customizable Current Direct Care Population Report screen will appear with the
Please Select Fields in Which You Are Interested section.
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a2 Customizable Current Direct Care Population Report ==

Please Select Fields Your Are Interested In
Available Fields Selected Fislds

Facilty
duvenile Number
Lzst Name
Sufix

First Name

s s
’ oo

Up

Dawn

Reset Defauh Selection

a. Available Fields
i. (i) Select an option under the Available Fields box, and the row be
highlighted in blue, (ii) click the Move Selected (>) button, and the selected
option will move under the Selected Fields box. Repeat the steps as many
times as necessary until all of the needed options are listed under the
Selected Fields box.
Selected Fields
i.  The default Selected Fields will list Facility, Juvenile Number, Last Name,
Suffix, First Name, Middle Name, and DOB.
c. Field Description
i.  Select an option under the Available Fields box, and the row will be
highlighted in blue, and a brief description of the selected option will appear
in the Field Description box.

=3

d. Move All (>>) Button
i.  Click the Move All (>>) button and all of the options listed under the
Available Fields will move under the Selected Fields box.
e. Up Button

i. (i) Select an option under the Selected Fields box, and the row will be
highlighted in blue, (ii) click the Up button, and the selected option will move
up the list.

Down Button

i. (i) Select an option under the Selected Fields box, and the row will be
highlighted in blue, (ii) click the Down button, and the selected option will
move down the list.

g. Move Selected (<) Button

i. (i) Select an option under the Selected Fields box, and the row will be
highlighted in blue, (ii) click Move Selected (<) button, and the selection
option will be removed from your Selected Fields box.

Move All (<<) Button
i.  Click the Move All (<<) button and all of the options listed under the
Selected Fields box will move under the Available Fields box.
i. Reset Default Selection Hyperlink
i.  Click the Reset Default Selection hyperlink and the Available Fields and
Selected Fields sections will reset.
j.  Back Button
i.  Click the Back button and you will return to the Customizable Current Direct
Care Population Report screen.
2. Next Button
a. Click the Next button and the Juveniles Meet Selected Criteria screen will
appear.

-

=
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2 461 ounof 61 hvenies Meet Selected Creia oo e

Shows e’ lsmatun, Snein . st doemata,

i. Show Juvenile’s Information Button
1. (i) Select a search result, and the row will be highlighted in blue, (ii) click
the Show Juvenile’s Information button, and the Juvenile Information
screen will appear.

& Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Juvenile
Information screen.

ii. Show DC Admission Information Button
1. (i) Select a search result, and the row will be highlighted in blue, (ii) click
the Show Juvenile’s Information button, and the DC Admission History
screen will appear.

# Refer to the DC Admission History section for instructions on how to navigate the DC Admission History screen.

iii. Change Criteria Button
1. Click the Change Criteria button and you will return to the Customizable
Current Direct Care Population Report screen.

¥ Refer to the Customizable Current Direct Care Population Report section for instructions on how to navigate the
Customizable Current Direct Care Population Report screen.

iv.  Change Fields Button
1. Click the Change Fields button and you will return to the Please Select
Fields Your Are Interested In screen.

B Refer to the Please Select Fields Your Are Interested In section for instructions on how to navigate the Please
Select Fields Your Are Interested In screen.

v. Copy to Excel Button
1. (i) Click the Copy to Excel button, (ii) open Microsoft Excel, (iii) click the
Paste button OR press CTRL + V, and the information from the
Juveniles Meet Selected Criteria screen will copy onto the excel sheet.
vi.  Close button
1. Click the Close button and you will return to the Direct Care Main
screen.
vii.  Print button
1. The Customizable Population Report Data lists the criteria selected on
the Please Select Fields Your Are Interested In screen. Click the Print
button and the completed report will appear.
2. Direct Care Data Reports

a2 Direct Care Main

Population Board Reports

>
nt Population Reports  »
»
»

Resident Grievance Reports

MHSTP Pre-Release Report

e
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a. Commitments, Admissions and Releases by Fiscal Year
i The Commitments to DJJ, Admissions to RDC and Releases from JCC by Fiscal
Year lists the number of DJJ commitments, RDC admissions, and JCC releases by
fiscal year. (i) Click the Direct Care Data Reports menu, (ii) select the Commitments,
Admissions and Releases by Fiscal Year option from the drop-down menu, and the
report will appear.
b. Facility Population Count
i.  The Facility Population Count lists the population count by facility by genetic sex for a
specific date. (i) Click the Direct Care Data Reports menu, (ii) select the Facility
Population Count option from drop-down menu, and the Facility Population Report
screen will appear, (iii) select the Report Date from the calendar screen, (iv) click the
Generate button, and the report will appear.
c. Facility Transfers
i.  The Facility Transfers lists the juvenile number, name, date of birth, Social Security
Number, and the transferred date and location. (i) Click the Direct Care Data Reports
menu, (ii) select the Facility Transfers option from the drop-down menu, and the
Facility Transfer Report screen will appear, (iii) select the facility from the For drop-
down menu, select the appropriate dates in the (iv) From and (v) To calendar screens,
(vi) click the Generate button, and the report will appear.
d. Juveniles Released from Direct Care
i.  The Juveniles Released From Direct Care lists the juvenile number, name, date of
birth, Social Security Number, and the released date and reason. (i) Click the Direct
Care Data Reports menu, (ii) select the Juveniles Released from Direct Care option
from the drop-down menu, and the Juveniles Released from Direct Care screen will
appear, (iii) select the facility from the For drop-down menu, select the appropriate
dates in the (iv) From and (v) To calendar screens, (vi) click the Generate button, and
the report will appear.
e. Juveniles Who Need Updated Photos
i. The Committed Juveniles Who Need to Have Photographs Taken lists the juvenile
number, name, and lists when the most recent photo is taken (if applicable) by facility.
(i) Click the Direct Care Data Reports menu, (ii) select the Juveniles Who Need
Updated Photos option from the drop-down menu, and the report will appear.
f. Chargeable Offenses Count
i. The Chargeable Offenses Count lists the description and count of the major and
moderate violations. (i) Click the Direct Care Data Reports menu, (ii) select the
Chargeable Offenses Count option from the drop-down menu, and the Chargeable
Offenses Count screen will appear, (iii) select the facility from the For drop-down menu,
select the appropriate dates in the (iv) From and (v) To calendar screens, (vi) click the
Generate button, and the report will appear.
g. Reclassification Override
i.  The Reclassification Override lists the count of each override type by level, along with
the totals for each. (i) Click the Direct Care Data Reports menu, (ii) select the
Reclassification Override option from the drop-down menu, and the report will appear.
h. MHSTP Pre-Released Report
i. The MHSTP Case Planning Pre-Release Meeting Report lists the juvenile number,
name, MHSTP alert(s), early release date, JCC release date (if applicable), MHSTP
due date, review status, and the date of the last and next review. (i) Click the Direct
Care Data Reports menu, (ii) select the MHSTP Pre-Released Report option from the
drop-down menu, and the MHSTP Pre-Released Report screen will appear, (iii) select
the facility from the For drop-down menu, and (iv) click the Generate button.
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3. Direct Care Current Population Reports

a2! Direct Care Main =] e =

File Search | Reports
Customizable Population Report
Direct Care Data Reports » [
Direct Care Current Population Reports  » | Ageand Gender Distribution
| Population Board Reports ’ Committed Juveniles List

‘ Resident Grievance Reports

JCCs Age 20+
h Sex Offender Treatment Needs
hin 90 Days of Early Release Date

Ji
bl
Ji
Juveniles without a Reclassification within the

Indeterminate Commitments Who Have Serv
Misdemeanants Committed to DJJ

Every user accessing the system is bound by confidentiality rules. Do not access
information on juveniles in which you do not have a legitimate professional interest

AL AL

i. Age and Gender Distribution

i.  The Age and Gender Distribution by Juvenile Correctional Facilities lists the
number of juveniles by age and genetic sex within each facility. (i) Click the Direct Care
Current Population Reports menu, (ii) select the Age and Gender Distribution
option from the drop-down menu, and the report will appear.

j.  Committed Juveniles List

i.  The Current Population lists the juvenile number, name, race, genetic sex, date of
birth, age, the received by RDC and arrived at JCC dates, number of months at a JCC,
and the assigned housing unit. (i) Click the Direct Care Current Population Reports
menu, (ii) select the Committee Juveniles List option from the drop-down menu, and
the List of Committee Juveniles screen will appear, (iii) select the facility from the For
drop-down menu, and the From and To fields will not be accessible, (iv) click the
Generate button, and the report will appear.

k. Juveniles in JCCs Age 20+

i.  The Juveniles in JCC Age 20+ lists the juvenile number, name, date of birth, age,
genetic sex, FIPS, commitment date, early and late release dates, offender type, and
treatment needs information by facility. (i) Click the Direct Care Current Population
Reports menu, (ii) select the Juveniles in JCCs Age 20+ option from the drop-down
menu, and the report will appear.

[.  Juveniles with Sex Offender Treatment Needs

i.  The Juveniles with Sex Offender Treatment Needs lists the juvenile number, DC
number, name, age, genetic sex, FIPS, commitment date, early and late release dates,
classification level, offender type, treatment needs information, and the number of
months served by facility. (i) Click the Direct Care Current Population Reports menu,
(ii) select the Juveniles with Sex Offender Treatment Needs option from the drop-
down menu, and the report will appear.

m. Juveniles within 90 Days of Early Release Date

i.  The Juveniles within 90 Days of Early Release Date lists the juvenile number, DC
number, name, age, FIPS, commitment date, early and late release dates, offender
type, classification level, treatment needs information, and the number of months
served by facility. (i) Click the Direct Care Current Population Reports menu, (ii)
select the Juveniles within 90 Days of Early Release Date, and the report will appear.

n. Juveniles without a Reclassification within the Last 6 Months (list)

i.  The Juveniles without a Reclassification within the last 6 Months lists the juvenile
number, name, date of birth, genetic sex, commitment date, assessment date, and
number of days. (i) Click the Direct Care Current Population Reports menu, (ii) select
the Juveniles without a Reclassification within the Last 6 Months (list) option from
the drop-down menu, and the report will appear.
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0. Indeterminate Commitments Who Have Served 15 Months or More
i. The Indeterminate Commitments Who Have Served 15 Months or More lists the
juvenile number, DC number, name, age, genetic sex, FIPS, commitment date, early
and late release date, treatment needs information, and the number of months served
by facility. (i) Click the Direct Care Current Population Reports menu, (ii) select the
Indeterminate Commitments Who Have Served 15 Months or More option from the
drop-down menu, and the report will appear.
p. Misdemeanants Committed to DJJ
i. The Misdemeanants Committed to DJJ lists the juvenile number, DC number, name,
date of birth, age, genetic sex, FIPS, commitment date, early and late release dates,
offender type, and treatment needs information. (i) Click the Direct Care Current
Population Reports menu, (ii) select the Misdemeanants Committed to DJJ option
from the drop-down menu, and the report will appear.
4. Resident Grievance Reports

a2 Direct Care Main =)o =d

File  Search

Every user acoessing the system is bound by confidentiality rules. Do not acosss

sile

g. Incidents and Dispositions
i.  The Incidents and Dispositions lists the incident class, substantiated,
unsubstantiated, referred, unfounded withdrawn pending and total for the complaint,
emergency grievance, grievance request, and facility total. (i) Click the Resident
Grievance Reports menu, (ii) select the Incidents and Dispositions option from the
drop-down menu, (iii) select the Facility from the drop-down menu, select the (iv) Start
Date and (v) End Date from the calendar screens, (v) click the Generate Report
button, and the report will appear.
r. Incident Types
i. The Incident Types lists grievance area, the request, and the month and year. (i) Click
the Resident Grievance Reports menu, (ii) select the Incident Types option from the
drop-down menu, (iii) select the Facility from the drop-down menu, select the (iv) Start
Date and (v) End Date from the calendar screens, (v) click the Generate Report
button, and the report will appear.
s. Staff Involved
i.  The Staff Involved lists grievance area, the housing unit, staff name, tracking number,
incident date, incident class, incident area, disposition, resident response, and if the
grievance was appealed. (i) Click the Resident Grievance Reports menu, (ii) select
the Incident Types option from the drop-down menu, (iii) select the Facility from the
drop-down menu, select the (iv) Start Date and (v) End Date from the calendar
screens, (V) click the Generate Report button, and the report will appear.
t. Residents Involved
i The Residents Involved lists the resident name, tracking number, incident date,
housing unit, incident class, incident area, incident disposition, resident response, and if
the grievance was appealed. (i) Click the Resident Grievance Reports menu, (ii)
select the Incident Types option from the drop-down menu, (iii) select the Facility from
the drop-down menu, select the (iv) Start Date and (v) End Date from the calendar
screens, (V) click the Generate Report button, and the report will appear.
u. Resident Grievance Log
i The Staff Involved lists grievance area, the housing unit, staff name, tracking number,
incident date, incident class, incident area, disposition, resident response, and if the
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grievance was appealed. (i) Click the Resident Grievance Reports menu, (ii) select
the Incident Types option from the drop-down menu, (iii) select the Facility from the
drop-down menu, select the (iv) Start Date and (v) End Date from the calendar

screens, (v) click the Generate Report button, and the report will appear.
v. Incident Areas

l. The Incident Areas lists the tracking number, resident name, juvenile number, incident
class, and incident disposition. (i) Click the Resident Grievance Reports menu, (ii)
select the Incident Areas option from the drop-down menu, select the(iii) Facility and
(iv) Incident Area from the drop-down menus, select the (v) Start Date and (vi) End

Date from the calendar screens, (vii) click the Generate Report button, and the report
will appear.
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Document Revisions

Revision Revised Item Revision Details
Date
October 24, DC Forms Visitation Visit Purpose and Used DJJ Transportation
2018 Checkbox were added to the Visitor Log tab on
the Visitation screen. Natural Support and
Extended Family have been added and Special
Visitor has been expired from the Visitor Type on
the Add Visitor screen.
January 15, BADGE Home Screen BADGE Home Screen has added the Non — JTS
2019 Modules Menu.
January 30, Find Juvenile Screen - The Find Juvenile screen has been updated and
2019 Advance Search added the ability to search for a juvenile by an
Alias previously recorded in BADGE. In addition,
clarification was added to two other search
criteria indicating that (i) the search for
alternative spellings only applies to the first name
field and (ii) the search for a phone applies to a
home, work, or cell phone.
March 28, DC Forms — The Comprehensive Discharge Summary form
2018 Comprehensive Discharge | was added under the DC Forms Button located
Summary on the DC Admission Screen.
April 1, 2019 | Residential Transfer Residential Transfer screen has been updated to
Screen resemble the Residential Transfer forms.
April 1, 2019 | Indeterminate The Indeterminate Commitments Who Have
Commitments Who Have Served 15 Months or More report was added to
Served 15 Months or More | the Direct Care Current Population Reports.
Report
April 1, 2019 | Major Offenders Who Have | The Major Offenders Who Have Served 30
Served 30 Months or More | Months or More report was expired.
Report
July 23, 2019 | Admission Movement Approval Start Date and Approval End Date

Button - Offsite Movement
Information Tab

fields have been added for when “Educational
Program” or “Work Program” are chosen as the
Offsite Movement Reason.
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